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Now! New Desk Top Copying Machine 
Gives You Direct Copies in Seconds! 


Makes 250 to 300 Copies Per Hour at a Cost of Less Than 2¢ Each! No Stencils! 
No Masters! No Negatives! No Messy Inks! No Vapors! 


Saves Time and Money in General Copying 
and in “One Writing” Business Systems! 


It’s here! The high-speed, all-purpose copying machine practically any type of paperwork operation. It’s tailor- 
that turns out exact, facsimile copies of letters, invoices, made for “one writing’’ business systems... for spe- 
reports — of practically anything typed, written, or printed cialized copying by accountants, lawyers, engineers . . . 
on ordinary translucent paper—in seconds! and for general copying. 


Think of it—copies of 250 to 300 different items made The Copyflex Series 100 is made by the Charles 


Bruning Company, specialists in copying since 1897, 
Let us show you how it can save you time and money 
in your office. Mail us the coupon below for full par 
ticulars. 


in one short hour. Made by a clean, quiet, odorless 
process that involves no stencils or paper plate “masters” 
+..mo messy inks .. . no ammonia or ozone vapors! 





This remarkable new machine is so compact you can 
locate it anywhere, so versatile you can apply it in 


(BRUNING 
ee Ea ae im YY fe ox 


Charles Bruning Company, Inc., 

4700 Montrose Ave., Chicago 41, lll., Dept. 505 
Please send me more information about the Bruning 
Copyfiex Series 100. 
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THIS NEW VERSION of the famous G/W 
Streamliner Desk embodies features of in- 
dividualized service to executives and staff 
workers. 

NOTE these improvements shown in the 
“open” view above: 

@ Nylon glides on box drawers—quiet, 


smooth, easy operation. 


45 Large file drawer rides on progressive 
suspension—easy operation regardless 


of load. 


New positive automatic locking device. 
New pedestal construction—pedestals 
are interchangeable. 


5 ] Sound insulation. 


THE MODERN STYLING and outstanding de- 
sign is retained to assure perfect matching 
with present G/W Streamliner equipment. 


SEVERAL NEW and highly attractive colors 
have been added to the standard colors 
previously available. 


TYPEWRITER MODELS are equipped with the 
new G/W arc-swing mechanism—a sensa- 
tional advance in convenience, efficiency 
and ease of operation. 


YOUR G/W DEALER will gladly demonstrate 
these features; find him in your classified 
‘phone book listed under “Office Equip- 
ment.” Or write for illustrated description, 
Dept. 6-0. 





Engineering Specialists in 
Office Equipment, Systems 
and Visible Records 


Cincinnati 12, Ohio 
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Panel Design Saves Space on 
Marginally Punched Cards 


L. E. GRIFFITH 
Hospital Care Association, Inc., Durham, N. C. 


ARGINALLY punched cards have 
a wide variety of uses but in essen- 
tials the system provides a means 
for the collation and analysis of sta- 
tistical data without the necessity of 
using elaborate and costly machinery. A 
study of the functional uses of mar- 
ginally punched cards will show that: 

As the information represented by 
each hole is printed against the hole, 
the size of the card is largely deter- 
mined by the number of separate items 
it is required to accommodate. 

Frequently use is made of coding 
arrangements so that the capacity of a 
given number of holes may be extended. 
When this is done for data other than 
that of a numerical kind, access to cod- 
ing lists becomes necessary and these 
in themselves become fundamental ac- 
cessories in the use of the system. 

When the cards are used to accom- 
modate written descriptive material it 
is implied and, in fact, necessary, that 
they are retained in some given order. 
In so far as this is of importance, the 
primary utility of the cards (the ability 
to disarrange them by a sorting process ) 
is restricted. 

Often the center portion of the card 
is used unnecessarily for written infor- 
mation as this material is contained in 
a source document from which the card 
is prepared. This oceurs frequently tor 
no other reason than the feeling that 
the center of the card ought to be used. 
Where space for descriptive detail is 
required, the reverse side of the card 
could be used for this purpose. Some- 
times this can be done without recourse 
to double-sided printing, particularly in 
those cases where the descriptive detail 
is a form of running commentary. 

In sorting it is not always necessary 
to sort for single items. More often than 


not information is required about 
groups of similar data. Field sorts are 
the normal and individual hole sorts 
are rare. 

If we keep these points in mind, it 
is possible to approach the question of 
the design of a marginally punched 
card in rather a different way from that 
normally used and, by this new ap- 
proach, in many cases we can reduce 
the size of our cards considerably. 

Designs 1 and 3 show two examples 
of cards in actual use and it will be 
noted that the data related to the holes 
forms a border pattern. This we might 
refer to as the border orientation of 
data or border design. 

Designs 2 and 4 show examples of 
the same information arranged in a 
different way. Here it will be noted 
the data is set out in a series of panels 
on the ecards. We ean refer to this as 
the panel orientation of data or panel 
design. 

By the use of panel design, the area 
of Design 1 is reduced from 40 sq. ins. 
to 24 sq. ins., and Design 2 is reduced 
from 56% sq. ins. to 24 sq. ins. In 
other words, we can reduce 8” x 5” 
cards to 6” x 4” cards, and 9” x 614” 
cards to 6” x 4” cards. To those who 
are short of space for the ever increas- 
ing bulk of records, the advantages of 
this new arrangement are self-evident. 
Quite apart from this there are other 
advantages : 

Data is orientated in the same direc- 
tion making the card easier to read and 
making for simplicity of design and 
printing. 

The manipulation of the cards is made 
easier for sorting purposes by reducing 
them in size. 

The panel arrangement of the card 
allows it to be used as a transcription 
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DESIGN 2 (6" x 4") 


with tabulating machine equipment if 
at some later stage this is found neces- 
sary or desirable. Column numbers can 
be added to the panel to cover this 
eventuality if required, although this is 
not really necessary. 

Large economies are possible in the 
space required for the filing equipment 
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METHOD OF NOTATION 


necessary to house the cards. This also 
means savings in equipment costs. 

All codes (other than numerical data 
where this is not necessary) are carried 
on the cards themselves, thus obviating 
the necessity for secondary coding docu 
ments. 

It may be contended that the use of 
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DESIGN 3 (9" x 61/4" 


o cecooeoooooocoo00oc0o00 000 
_ a ae ee re 





© | asomes as <n 
0} 
o} 
O | wars or sare “0 Aewereees 


The card above with its 56!/, { one oq 9 ware 

square inch area is reduced to o| 

a card of 24 square inches as o} 
shown at right and below. 0} 

o| 

oO} 


Ae = Co 6 te 


S6eereneD Cause oF Benge 


METHOO OF 
NOTATION 


5 ‘ 
ececooooogooooooooeooo0o0co 


ooooocKo0o 


CO0000000COOOCOO 














DESIGN 4 (6" x 4") 
Showing the two sides of the 
smaller card. 
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When it is not 
necessary to allow 
space for writing, 
all inner area can 
be used for panels. 
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This shows two 
sides of the same 
card. Solid black 
holes indicate 
those not used for 
that side of card. 
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DESIGN 2A 


panel design results in a greater num- 
ber of sorting operations owing to the 
double punching involved. This would 
be true if the abstraction of single pieces 
of information were normally required, 
but as sorting is usually done over a 
complete range of associated data this 
not the case. By sequence sorting 
within the panels only the same number 
of sorts are required. Frequently one 
gets the additional advantage that the 
sizes of the packs to be sorted, as the 


1S 
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sequence advances, decrease more rap 
idly. While it is likely that there would 
be an appreciable saving in the cost of 
the cards themselves due to the reduc 
tion in size, the other advantages of 
panel design speak for themselves. 
Sometimes it is unnecessary to allow 
space for written matter on either the 
front or the back of a ecard, other than 
for the provision of basic identification 
data such a name, address and a 
number. In these circumstances all the 


as 











remaining space can be used to accom- 
% 9° ° ° ° 9 modate fields for statistical analysis. 9° 
SAn [Soc ce] DEATH Designs 1A and 2A show the basic [Ace Gaour. | San. | 
|_ SAnaTonwe.__| pattern for cards of this type. By using |——49&£ Seve __ 

one ‘ the front and back of the card in the fo A 

cade ; | manner shown, we carry space saving -14 Yes 
panel design to its logical conclusion. eo 
Here the horizontal holes are used to vas 
cover the material in the vertical panels eee 
on the front of the cards. The vertical ves 
——— holes are used to accommodate the data pnt 
—— in the horizontal panels on the back of | —S4™Atosiwm _| 
ese the card. The advantage of this arrange- = ; 
Het SyayeD ment is that larger printing areas are Tanes 3 
made available for individual panels. 
FIG. |. As the panels are sometimes required FIG. 
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TUB FILES = paps “nt 


Fastest and best method for card reference and pulling. Most 
economical, too. Cards sit above frame — accessible at com- 
fortable sitting or standing height. 


Modern styling. Heavy-gauge steel construction. Equipped 
with covers and plastic-surface workboard for posting. Avail- 
able in varied capacities. Send for complete information 
including name of local TAB representative. 


THB PRopucts co. 37sec 


San Francisco 4 California 


TAB PRODUCTS CO. HAS A COMPLETE LINE OF ACCESSORY EQUIPMENT 
FOR YOUR TABULATING DEPARTMENT. WRITE FOR ILLUSTRATED CATALOG. 


Tue Orrice—July, 1954 





NOW! HALFTONES cori sy XEROGRAPHY 
Halftones as well as LINE WORK can now be copied by XEROGRAPHY 


onto paper masters for duplicating IN 3 MINUTES ! 


Photo shows paper master of line and halftone subjects prepared by xerography 
in XeroX® Lith-Master* copying equipment with the new XeroX Tone Tray. 
Photo also shows original (on XeroX Lith-Master Camera) and one of 
multiple copies run off from paper master on an offset duplicator. 

Xerography is used by companies of all kinds, large and small, in thousands 
of applications copying forms, letters, charts, bulletins, sales manuals, engineer- 
ing drawings, etc., onto paper masters for low cost duplicating. 

WRITE for complete information on what xerography can do to cut your 


duplicating costs. °a TRADEMARK OF THE HALOID COMPANY 


THE HALOID COMPANY 


54-7X HALOID STREET @ ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


_XEROGRAPHY 


The fastest, <eegee mest versatile way moke masters fr depleting 


THe Orrice—July, 1954 





“Let's talk systems” 


with 


an ‘employee’ not on the payroll 


Tue suver of forms who may have 
other jobs can’t always keep abreast of 
improvements and economies in form 
designs, constructions and applications. 
In cases like this the Moore man, who 
designs many systems and has newest 
methods and facilities at his finger tips, 
is often a substantial help. In the im- 
provements worked out below he prac- 
tically earned the title of an ‘employee’ 
not on the payroll. 


The case of the PEAK LOADS 


3-part Moore 
Picking Ticket 


marginal punched 


3-part 
Moore Invoice 
continuous interleaved 


The Problem: A sportswear manufacturer 
scheduled production on his current sales 
orders, and had the staff handpost quan- 
tities and colors to a cutting requirements 
order. Sizes had to be estimated. In peak 
seasons the posting got so heavy that color 
breakdowns couldn't be properly main- 
tained. Shortages in some colors and sizes 
brought cancellations; surpluses in others 
brought distress sales at give-away prices. 


The System: An electric accounting ma- 
chine is the heart of the system. Pre- 
punched header cards containing customer 
specifications are used to run off the 3-part 
Moore Picking Ticket. From this each 
order can be picked and filed, as well as 
invoiced. The invoicing is done on the 
3-part Moore invoice. Part #3 of the Pick- 
ing Ticket is a control copy, a valuable 
addition for management. 


Savings and Gains: Control is depend- 
able and information is available for 
numerous reports that can be compiled 
quickly—sales analyses; sales perform- 
ance; sales credits; net Customer invoic- 
ing; customer credit memos; accounts 
receivable; discount accounts; control 
tapes, etc. Records are correct, budget 
information exact; bottlenecks have been 
eliminated. A smaller staff does the new 
job better. The manufacturer believes he 
as the “best system” in his industry. 


(i. MAN can't think of everything. At 
least he may not be able to keep abreast 
of latest applications and developments. 
Many companies like to consider the Moore 
man an ‘employee’ not on the payroll, 
adding to their fund of knowledge on the 
subject. You can call in the Moore man 
whenever you're ready and, meanwhile, 
ask Moore headquarters to send you sam- 
ples of improvements in your field. Write 
Moore Business Forms, Inc., Niagara Falls, 
N. Y., Denton, Texas or Emeryville, Calif. 





to carry a large number of divisions | 


(for example, Panel D of Design 2A = 
is semiealk to cover some 22 ‘Sede Send for this 444 
under a particular heading) this is a | 
matter of importance. CIRCULAR! 
In calling Design 1A as the front of : a 
the card and of Design 2A as the back maga 
of the card I have only done so for con- 
venience. For filing purposes Design 
2A would be more conveniently consid- 
ered as the front of the card as, of 
course, it contains the identification 
material. 
It will be noted that Design 2A can 
be arranged so that we retain one direc- 
tion alignment of data and in point of | 
fact retain the same general direction | 
as on the front of the card. Design 1A 
and panels A and B of Design 2A illus- | 
trate this point. It may be necessary 
or convenient, however, to change the 
direction of orientation on the back of BAN K 
the card whilst maintaining this general | ON AND 
principle in so far as the back of the 


card alone is concerned. A comparison COMMERCIAL SORTING 
of Design 1A and panels C and D of r 
Design 2A illustrate this. | through the Aohlhaas 


The construction of individual panels 
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sometimes demands ingenuity but, if we 
remember that the basis of panel design 
lies in the mutually exclusive nature of 
the divisional data within each panel, 
little difficulty should be experienced in 
working out suitable panel designs for 
material which lends itself generally 
to the application of the panel arrange- 
ment. Each main panel can, of course, 
be broken down into sub-panels, the 
data within the sub-panels being of a 
mutually exclusive kind. Two simple 
examples of this are shown in Figs. 
1 and 2. 

When the items in any one field of 
data are not mutually exclusive in na- 
ture, usually it will be best to provide 
separate holes for each separate item, as 
in normal border design. Even here, 
however, sometimes a compromise can 
be usefully effected. For example, sup- 
posing one to be interested in the com- 
plications of a main medical condition, 
it might be of more importance to indi- 
cate the order of the complications, that 


is whether they are first or second com- 
plications, than to know the actual num- 
ber of complications oceurring with any 
particular patient. 

In cases of this type, panel design 
can successfully be applied. Fig. 3 shows 
19 complications and 5 spares arranged 
in border pattern. Fig. 4 shows the same 
19 complications and 5 spares arranged 
so that only the first and second com- 
plications are recorded. 

Panelling cannot be adopted for all 
marginally punched cards. To treat the 
matter realistically, a good simple rule 
is this; if by adopting panel arrange- 
ment it is possible to reduce a card to 
a smaller standard size, then the neces- 
sity for panelling is indicated. If, on 
the other hand, it is only possible to 
make a reduction which leads to a non- 
standard sized card and to possible fil- 
ing equipment difficulties, then the old 
form of border design may be the more 
appropriate, provided that the other 
advantages of panelling are not needed. 


Streamline Your Paper Werk 
wie SORTKWIK 


THE MODERN SPEEDIER WAY 


to HANDLE PAPERS 


Tdeal for...SORTING * COLLATING « FILING 


°o 

AVERAGE c 

FOUR MONTH'S 
SUPPLY 


elieaiaantiitaaiaiatinediaaadtetaatian | 


LEE PRODUCTS CoO. | 

2736-38 Lyndale Ave. So. 

Minneapolis 8, Minn. | 

() Please ~ dozen SORTKWIK | 
at $6.00 Dozen. 

{) Please send me two regular size con- 
tainers of SORTKWIK to try out. 
I am enclosing $1.00 

Company 

Address 

City 

By. 


State 


| 
| 
ae. 
7 
cad 


UNTING PAPERS OF ALL KINDS 


When applied between fingers and thumb, this new pleasant 
fingertip preparation creates a greaseless, stainless tacky film 


permitting handling more papers in less time. Girls 
are glad to throw away their rubber fingers and 
unsanitary sponges .. . they appreciate Sortkwik’s 
clean, dainty convenience. Easy to apply . . . washes 
off quickly. Now widely used in a variety of businesses 
throughout the country, Sortkwik is setting a new 
standard for efficient, speedy paper handling. Order 
your supply TODAY! Ask your local stationer or 
use coupon below to order samples or full supply 


LEE PRODUCTS CO. 


2736-38 Lyndale Ave. So., Minneapolis 8, Minn. 
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Introducing the 193 Semi-Hydraulic 
Power Paper Cutter... newest and 
smallest power-operated cutter 
in the famous Challenge line! Ideal 
for the office or small plant. Just 
1934 inches wide... yet with all the 
POWER and PERFORMANCE of 


many larger, more expensive models! 


Hydraulically controlled knife cuts 
clean and deep. Won't repeat 
accidently. Works smoothly in 
harmony with easy-running hand 
clamp to save time and money. Special 
features include Challenge’s safe and 
sure two-hand starting device . 
“duplex” measuring tape .. . “positive” 
back gage ... and a handsome baked- 
on “wrinkle” finish which adds to the 
smart appearance of the cutter. 


Ruggedly built . . . moderately priced— 
you'll find Challenge’s 193 Semi- 
Hydraulic Power Paper Cutter right 
for you. Send for complete details 
now. 
765-G 





CHALLENGE® STYLE 193F 
SEMI-HYDRAULIC 


THE CHALLENGE MACHINERY COMPANY POWER PAPER CUTTER 


Office, Factories, Show Room 
GRAND HAVEN, MICHIGAN Combines economy of compactness and 
Challenge Owns The Printing Equipment ici ; ! 
Manufacturing Rights of Morgans & efficiency of poner tase mene 
Wilcox Manufacturing Co. 


DEALERS IN ALL PRINCIPAL CITIES 
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Now with the new black on white Agfa paper 


... Makes perfect copies in seconds! 





z. l This newest development in photocopy machines, now available in one 
sumpte compact unit, 15''x24%4"' overall, with only one knob to turn, can be 
operated easily by any girl in your office. 


handsome- ——Glossy black with white trim — looks well anywhere. 


Bo No matter how fine the detail, or what the colors, if you can see it in the 
ACCULrALE—original you will see it in the photocopy. 


. Produces exact, letter-perfect copies up to 14'' wide — whether the origi- 

versatile—nai is single or double sided, opaque or translucent, white or colored. 
Photorapia's legally accepted copies are ready for instant use, eliminating 
costly typing, hand copying and checking — or costly outside copying. 
With Photorapid you can make ooge side copies, double side (to reduce 
filing space), transparent copies for use as masters with diazo or blue- 
prints, tissue copies for air mail — all at an unbelievably low cost. Also 
two-part models for copying from books without removing or injuring 
pages 


fast—in seconds your finished, perfect copy is ready. 


. Closed tight when not in use. 
unique advantages—Non-metallic construction prevents corrosion. 





OFFSET USERS! 


Photorapid Transparencies make ideal mas- ™ 
ters for use with the new positive-working >a 
aluminum presensitized plates, From original 


to offset press in 6 minutes or less. Write 


for details. Dept. O7, 105 Chambers Street 
New York 7,N. Y. © BArclay 7-4150 
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Why Training Is 
Needed for Filing 











BERYL BATTEN 


ILING is a field that has not come 
in for the organized training we have 
in typing or bookkeeping. We have 


changed the name to “records manage- 
ment” but still have not done much 


about the elementary needs for study to | 


prove that every mistake has a reason. 
Let us look at some gases. 

A number of unrelated subjects came 
to file with a follow-up date on the 
top sheet and, underneath the date, the 


words DO NOT QETACH. The file | 


clerk began quickly tearing the material 


apart by subject. She had had only an | 


eighth grade education, had no desire 
to read newspapers or books and did not 
have the inquiring mind that constantly 
reaches out to drink in information. If 


she had ever come across the word “de- | 


tach,” she had passed it up instead of 
looking it up. 


A letter came to file with the head- | 
ing AIR FRANCE. Since the word “air” | 
to her meant Air Force in the Govern- | 


ment, she filed it under United States 


Government. She did not look twice, | 


only once, otherwise she would have 
known that AIR FRANCE was a com- 
mercial airline. 

This is an age of abbreviations and 
caution must be observed in dealing with 
them. Since filing is done only so that 
material can later be found, a file clerk 
should acquaint herself with abbrevia- 
tions to know what people are talking 
about when they request material and 
to know where to store it away to be 
ready for such requests. O S & D reports 
refer to a shipment that was over, short 
or damaged. There must however have 
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FSEEE CER 
oe Jha Papers oe 


Reduce 
MAILING 
“TYPING 

FILING 
Costs. 


Fidelity 
Onion Skin 


or 
THIN LETTERHEADS 
COPIES 


RECORDS FORMS 


Send For Samples 


ESLEECK 
MANUFACTURING COMPANY 


Turners Falls, Mass. 





been a shipment made by a company to 
which this report refers. 

A shipment may bear the letters COD. 
This refers to the way the money was 
handled on the shipment. The customer 
was either new or was a poor credit 
risk, or for various other reasons was 
shipped Collect On Delivery, instead of 
being invoiced for the material. Many 
people go through the world doing 
things the easiest way without scratch- 
ing the surface of their capabilities. 
They would not bother to clutter up 
their minds with information, so they 
wouldn’t know what COD or OS&D 
meant. 

Sometimes companies’ long names 
are abbreviated in Teletypes and office 
memos. Mopac refers to Missouri Pa- 
cific Lines. Sunoco is short for Sun Oil 
Co. Unless the abbreviations are recog- 
nized there will be four files: Mopae, 
Missouri Pacific Lines, Sunoco, and San 
Oil Co. 

After a costly mistake or a methods 
study has been made in a company, cer- 





insulated 
FILE 


2, 3 and 4 Drawer 
letter or legal size 


@ Underwriters Lab- 
oratories Class C or 
D tabel. 

@ insulated between 
each drawer, making 
each drawer a sepa- 
rate safe 


=| 


“A’’ grade insu- 
lation, reinforced. 
@ Heavy ball bear- 
ing extension slides. 
@ Positive Lock 
compressor, 

@ Available with 
either key or combi- 
nation tock which 
operates all drawers. 
@ 25%," clear 
drawer depth. 

@ Modern 
Hardware. 

@ Smooth, baked 
enamel! finish, green 


or gray. 

a . ~) ones 
WRITE ors can be attached 
TODAY! whenever desired. 


THE SCHWAB SAFE COMPANY 








LAFAYETTE, INDIANA 





tain items will be printed in red to draw 
attention to them. One such example is 
PURCHASING DEPT. An order is 
mailed to another company by the 
Grand Perfume Co., but the latter words 
are in small print and not at a place 
that is easy to locate. So what happens? 
The order is filed under Purchasing 
Dept. The fact that that is a general 
term, did not click. The order was filed 
perfectiy where “Purchasing Dept.” 
should be filed. This type of error gives 
people out of the files an opportunity 
to say that file clerks don’t know their 
alphabet. Those who do the criticizing 
toss off errors with such a statement, 
instead of figuring out why the error 
happened, or how. 

Sometimes something important to a 
particular person or department will 
be circled, Perhaps a company ships to 
different locations, so Louisville will be 
circled. This might bave been for the 
benefit of the billing department. The 
circled word is not ¢o be considered for 

(Continued on page 80) 


Free yourself of troubles resulting 
from mismanaged keys with ''TelKee" 
and ‘Moore Key Control."’ This 
foolproof arrangement for control of 
keys, which consists of key cabinets, 
system parts and instruction 
information, is designed to make 
life easier for you and your staff. 
And it actually costs you less 

for the complete system—a one-time 
purchase—than ycu are forced to 
spend each year for lock and key 
problems. 


Send for free catalogue O-12. 


> _—__TELKEE _© 


‘? Moore Key. Control «’ 
/A method for filing and controlling keys |) 


P. O. MOORE, INC. 
300 Fourth Avenue, New York 10, N., Y. 
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What does 


Mechanized Mailing 


mean to you? 


The Reasons Thousands of 
Mass Mailers Are Switching to 


INSERTING 
& MAILING 


MACHINE 
WHAT IS MECHANIZED MAILING? 


It’s the method by which a machine 
is used, in place of costly hand labor, 
to gather and insert enclosures, seal, 
meter, count, stack mail. 


HOW DOES IT CUT COSTS? 


Machine, run by 1 operator, turns out 
mail 16 times as fast as hand workers. 
Slashes payroll costs, Prepares mail in 
area 5 x 10, reducing overhead. 


WHAT ABOUT PRODUCTION RATES? 


The machine prepares 3,500 to 4,500 
finished pieces of mail per hour. Up 
to 8 enclosures are inserted without 
extra handling time. 


€ 


HOW DOES MACHINE 
ELIMINATE PERSONNEL PROBLEMS? 


No expensive payroli to maintain, no 
rounding up temporary help. Machine 
is always on the job. 


HOW DOES MACHINE HELP YOU SELL? 


Now mailing becomes inexpensive, 
easy. You'll use it more than ever to 
reach salesmen, dealers, jobbers, 
customers, prospects. 


WHO CAN SAVE 
WITH MECHANIZATION? 


All large-volume mailers, all those 
mailing multiple inserts, all firms in 
limited labor markets, many others. 


HOW MUCH CAN YOU SAVE? 


Send sample of recent mailing, noting 
quantity. We'll tell you how much 
you can save. Ask for folder "Reduc- 
ing Mailing Costs by 80%.” 


INSERTING AND MAILING MACHINE Co. 


PHILLIPSBURG, 


NEW JERSEY 


e COUPON e 


INSERTING AND MAILING MACHINE CO., Dept. OF. 


PHILLIPSBURG, NEW JERSEY 


(] Send booklet—Reducing Mailing 
Costs by 80%. 


Individual 


(J We would like to test the economy 


of the Inserting & Mailing Machine. 











= 


GATHERS ENCLOSURES  _—= iyseaTS INTO ENVELOPE 


SEALS ENVELOPE 


PRINTS POSTAGE INDICIA COUNTS & STACKS 
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=Grapla-maric, 


A NECESSITY IN MODERN BUSINESS —— 





Here’s Another 
Way To Save Money! 


Wherever stapling is done in 
your office ...or plant... 
STAPL-A-MATIC will do it faster, 


better, more economically! The Automatic Electric Stapler 


STAPL-A-MATIC — stapling is 
effortiess ... uniform ... quiet 
.- + fool-proof! No more lost hours 
“banging away” at old fashioned 
staplers. 


it’s Portable — plugs in any- 
where. 


Instantaneous ...no set speed 
or timing cycle. 


Pays for itself in no time — 
cuts costs up to 70% or more. 





THE =Sfoplex co. 


775 Fifth Avenue ¢ Brooklyn 32, N. Y. 


Just Insert the Work 
Write for literature Two Hands do Much More 


ee 
THE STAPLEX CO., 775 Fifth Ave., Brooklyn 32, N. Y. 


Gentlemen: 


() Please send me more information about your 
STAPL-A-MATIC, 


] Please arrange for a no-obligation demonstration. 





Uses Standard Size Staples 
Reloads in Seconds 
No Parts to Remove 


THe Orrice—July, 1954 








with 


Exclusive 


VISOMATIC 


MARGIN 
ew 


Visomatic Margin 


“VisOmatic” means what it 
says — visible and automatic. 
Permits fast, precise, even 
margin setting on both sides. 
Simply position the carriage 
and touch margin set keys and 
margins spring into place au- 
tomatically. Stop indicators on 
easy-to-read scale show exact 
position. Permits neater letter 
appearance. 


New Line Space Mechanism 


Line spacing as simple as 1-2- 
3. Change from single to double 
to triple space with instant 
adjustment. 


Full-View Tab Control Panel 


Easy-to-reach tab set and tab 
clear keys are at your finger- 
tips. You can clear all or any 
selected tabs at one touch. 


isoma 
TYPEWRITER 


More Value, Wee Advanced 
Features, More Typing Ease 








Feature for feature, the All-New R. C. Allen VisOmatic gives 


you more than ever before... more output... more typing ease 


...more efficiency. And this highly versatile deluxe machine 


costs no more than ordinary standard typewriters. Try the 
All-New R,. C. Allen VisOmatic typewriter first 


quickly it proves itself in your office. The beautiful Mist Gray 


See how 


color styling harmonizes with every office color scheme. 


QUICK-SWITCH PLATEN 


In less than ten seconds you can 
change from the standard platen to a 
platen for stencil cutting, or to one 
for making multiple-copy manifests, 
or for any other specialized job. A 
touch of your hand on the release 
lever and out comes the cylinder ... 
in seconds! No inky fingers, no lost 
time, no complicated procedure. And 
the new platen snaps into position 
just as fast. This sensational, work 
speeding feature the Quick-Switch 
Platen — is found only on R. C. Allen 
VisOmatic Typewriters. 





Write for full details in colorful FREE literature today! 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, N.W., Grand Rapids, Mich. 





MACHINES 
for the price of one. | 


every HeG.Allen 


CASH REGISTER 


is a complete 
adding machine 


When you sell R. C. Allen Cash 
Registers your customer’s profits are 
protected with a complete business 
system in one machine. Every sale, 
every transaction, is recorded. Auto- 
graphic detail tape allows write-in of 
charge items, received on account and 
paid outs. Even the smallest R. C. 
Allen Cash Register totals up to 
$10,000.00. 


Furthermore, every R. C. Allen Cash 
Register is a rapid, high capacity 
adding machine for both addition and 
multiplication work. Invoices, bank 


statements, deposits can all be figured 
with adding machine convenience. 


The complete line of R. C. Allen Cash 
Registers includes machines for every 
retail business. Keyboards are adapted 
to drug stores, grocery stores, hard- 
ware stores, gasoline stations, beauty 
shops, dry cleaners, etc. R. C. Allen 
supermarket machines itemize sales, 
count items, count customers, issue 
receipts and keep tour separate de- 
partment totals. 


The wise buyer, buys R. C. Allen. 


R.C.Allen Business Machines, Inc. 


680 Front Ave., N.W., Grand Rapids, Mich. 








NEW Hi-Fi Magnetic Dictation Machine | 


OBSOLETES THEM ALL! 


= =BINO CYLINDERS TO SHAVE OR BREAK 
7@} 5 NO TANGLING WIRE TO BREAK 
<7} NO “ONE-USE” BELTS TO WASTE 
Es =, NO COSTLY TAPE TO REWIND OR SNAP 
CORT, DNO EXPENSIVE DISCS TO BUY 


» i 


YOU HEAR YOUR REAL VOICE 


Here at last, is the office dictation and transcription 
machine that is years ahead of them all. Dupli-Voice 
gives you clear, bell-like hi-fidelity reproduction of 
your voice—without distortion or garble. This is due 
to the new Dupli-Voice magnetic recording head 
previously used only in the finest of recording equip- 
ment. Now you'll hear yourself as you actually sound, 
and so will your secretary —Dupli-Voice screens out 
wave lengths except that of the human voice to give 
you noise-proof dictation. There is no interference 
of other office sounds that “‘leak’’ into ordinary 
dictation machines. 


YOU GET ERRORLESS DICTATION 
Now with Dupli-Voice you are the perfect ‘“‘Boss’’— 
your dictation flows like a fireside chat. Without LOW COST 
error, or pause, or mistakes corrected too late. This Nothing complicated! Simple con- 


miracle comes from the amazing Erase-O-Matic belt sols... etey us Goats on your sain 
° ° = ‘ow ard your secretary will be 

that can be used 1,000 times and over again. You experts in few minute. Tet sew 
“ee . . . . m ul ice oF me sk to 
erase’ your errors magnetically without lifting a saci asealaameliaaiaiaade 
a} i 4 Hy engineering. Models available in 
finger—simply by playing your dictation back to = GP kei oa 
where you make the error—then just dictating the , == portable style. The cost is amaz 
. —— ingly low—Dupli-Vowce gives you 

correct words—yes, your new dictation erases the | many more features—much more 


old and retains the new. There is no more need to ee ee ey 
punch cards, mark papers, scratch records, or re- hepoak 
mind your secretary (usually too late) that you Dupli-Voice, Felt & Tarrant Mfg. Co., Algonquin, III. | 


wish to have a correction made. FREE TRIAL OFFER! ["] | would like very much to test and 
compore your new Dupli-Voice Hi-Fi Magnetic dictation and 
transcription machine, without cost or obligation of course. 
FREE BOOKLET [| Please send me your free booklet “When 


Quolity Dictates” thot gives me all the facts about amazing 
new Dupli-Voice 





EASY TO OPERATE 


» 
ial eo mY NAME 
j _ 
COMPANY 


Felt & Tarrant Mfg. Co., Algonquin, Ilinois — 


Offices in Principal Cities 


Tue Orrice—July, 1954 





Did her first problem on a 
MARCHANT calculator at 10 a.m.... 
running it like an old hand by noon 


No wonder the office manager is happy. He’s fully-automatic 
found that anyone —with brief instruction—can neneeteared 
turn out fast, accurate figurework with a 

MARCHANT calculator. 

+ Call the local MARCHANT MAN. He'll 

be happy to show—by a time-test run on 

your own figurework —that for simplicity 

of operation... for guaranteed 

accuracy...for time saving... 


Any way you figure—IT’S MARCHANT! 


MARCHANT sees 


Find out how a MARCHANT calculator will help cut your 
figurework costs and lighten your figuring burden. Mail 
this coupon with your business letterhead for free... 0-7 


Descriptive literature on Marchant Calculators 


MARCHANT CALCULATORS, INC., OAKLAND 8, CALIFORNIA 
i a 


| 

| 

Index to Modern Figuring by Marchant Methods. . . [) | 
Oo | 

| 
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Dovt Tolt 


Let a FREE TRIAL of the OLD TOWN Inkless DUPLICATOR 
show him how much time and money can be saved. 


hd 


a 


~- 
. ‘ oa F 
¢ 


YES—It's amazing how you can turn hours of office work into 
minutes. If you need another copy of anything, check OLD 
TOWN Inkless Duplicators. 

FAST—Perfect facsimiles, faster than a copy a second. 


CLEAN—No inks, no stencils, no plates, no make-ready, 
no cleaning-up! 

EASY—So simple and automatic, anyone can operate. 
BRILLIANT—Unmatched legibility of copies, up to 6 
colors printed at once. 

VERSATILE—Ideal for 6 to 600 copres—from postcards 
to posters. Replica reproduction of typed, ruled, drawn, 


or printed material. Letters, memos, forms, records, 
charts. Re-usable originals. 


ECONOMICAL—The least expensive method. Low in © 
first cost, operation and maintenance. 


Let an OLD TOWN sales counsellor, trained 
in office procedures, demonstrate at your con- 
venience the many advantages of the unique 
OLD TOWN Inkless Duplicating method. 
Use the coupon today. 


OLD TOWN CORPORATION, Dept. 0-7 

345 Madison Ave., New York 17, N. Y. 
Gentlemen: Please send me complete informa- 
tion on the OLD TOWN Inkless Duplicators. 


(1 You may arrange FREE trial 


a - 


City ‘ State 








YEARS OF 
SATISFACTORY 
PENCIL-SHARPENING 


SERVICE 
6 
4 ELECTRIC 
PENCIL SHARPENER 


o 
- 
BUREAU OF STANDARDS TESTS SHOW THE 
ELECTRO-POINTER SAVES UP TO 40% ON LEAD. 
WILL PAY FOR ITSELF IN TIME AND PENCILS! 


Progressive offices have been saving time, money and 
pencils since before World War Il with Electro-Pointer, 
the proven automatic electric pencil sharpener, Works 
automatically . . . sharpens pencils instantly . . . 
easy-to-see front opening at the natural writing angle 
. . no bolting down . . . beautifully designed to look 
well in office or home . .. sharpens just enough . 
doesn’t chew up pencils or waste lead and wood. 


Perfect for drafting rooms, schools, artists and everyone “i 


oe Cope SR GT. CALL YOUR STATIONER OR WRITE 


SHARPENS ST ) L E - C R A F T 


VARIOUS —Hib0 
SIZE PENCILS INC. 


1825 MACKEIND AVE. « ST. LOUIS 10, MO. 
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NOW... SHIPPING PAPERWORK 
SIMPLIFIED TO CUT COSTS 


gs | 
. e 





, 


New WEBER TAB-ON STENCIL is typed with forms, 
then used to address labels, tags, and direct-to-containers 


Before your product can be shipped, 
paperwork must be made out and con- 
tainers addressed. Here’s a system 
that will help you do both in less 
time, with less labor. 

Typist sticks Tab-On Stencil to bill- 
of-lading or invoice form over the 
“Ship To” area. In one typing the 
forms und stencil are prepared with 
the ship-to address. Then the Tab- 
On Stencil is sent with the shipping 
copy to the shipping department 
where it is clipped over the pad of 


another 





Company 


Web er | ind 


Address - 


system 3 city 





WEBER LABEL AND MARKING SYSTEMS 
Div.—Weber Addressing Machine Co. 
Mount Prospect, Illinois 
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MAIL FOR FOLDER ON TAB-ON SYSTEM & RJ-1 HAND PRINTER 


an RJ-1 Hand Printer. After oper- 
ator addresses the necessary labels, 
tags, or containers at the rate of 40 
to 50 per minute, he destroys the 
stencil. Final result: typing time 
saved, shipping errors eliminated, 
costs cut. 


FINEST HAND PRINTER IN USE TODAY-WEBER RJ-1 


Fast, clean. Reservoir holds 
enough ink for 7,500-10,000 
prints. Can be supplied with one 
or two counters for count control. 














__.._ Zone | ae 





WEBER LABEL AND MARKING SYSTEMS 
Dept. 0-7, Mt. Prospect, Illinois 





















THE WORLD’S 
STURDIEST 
OFFICE 
MACHINE 
STANDS 


From $3450 
_@7950°° 


FEATURES: 


e@ 3° diameter casters 
prevent tip overs 
. @ Drop leaf interchangeable 


rf 
e@4olid steel frame 


construction 
@ Simple elevating device 
@ Plenty of leg room 


@ 5-ply drop leaf 







ADJUSTABLE 
BALL FOOT 
Permits adjust- 
ment to very 
wes uneven floors. 
GENERAL SPECIFICATIONS se Always rigid. 


Frame 24!/," wide, I7!/," deep. 
Simple, positive elevating action. 


Constructed of |" steel tubing. 25!/," Write WLLL, for VYeu 


between casters. Top 18" x 18", 


drop leaf 16" x 18". 3" diameter Folder and Dealer Plau 





casters. 2 rubber feet, 2 ball feet. 


ry TUBULAR SPECIALTY MFG. CO. 


1940 Stanley Avenue Detroit 8, Michigan 











WHY WASTE OFFICE TIME? 

KEE LOX "KOPY ALIGNER" combines 
HIGHEST QUALITY CARBON PAPER 
Plus Patented Collating Feature, Insures 
Speed Automatically, Plus Efficiency, with Less Fatigue. 


YOU CUT [eau : 
YOUR yl Ways SAVE ON 

COLLATING R24) A ee FM CTHE 
costs NiNA y/o “ee 2=SCOTIME 


Different Weights and Finishes to give perfect results from One to 
Twenty Copies at a time. All Copies Clean while every sheet has aston- 
ishing wear. You may obtain Free Samples by contacting any of our 32 
fully stocked Retail Branches in the U.S.A. We also make Carbons for 
not use and ribbons of every color for every machine known to the 
market. 


Kee Lox Duplicator Supplies are No. | on the market. 


Just phone our Branch in your city for Samples of above Kopy Aligner 
or write to 


HOME OFFICE 
Kee OX, MFG. CO., ROCHESTER 1, N. Y., U.S. A. 





Above line for Export, write to Export Dept. above address, for information, free Samples 

and Exclusive Territory. Most complete and Highest Quality Line in the Industry. Quality 

that holds Customers and insures Profit. We know because we sell it retail. You get 
the same product. 


Tue Orrice—July, 1954 








MAKES THE DIFFERENCE! 


TEMPO TODAY OFFERS YOU THE MOST COMPLETE LINE 
OF STENCIL DUPLICATING EQUIPMENT AND SUPPLIES 





T. “ yl 

empo Imperial 
King of High-Speed, 

Heavy-Production Duplicators 


$895.00 





geha dual-cylinder 


@ FOUR GREAT MODELS 
@ ELECTRIC AND HAND 
@ PRICES START AT $199. 


A DUPLICATOR—A STENCIL AND AN INK FOR EVERY 
CHURCH, SCHOOL, ORGANIZATION AND BUSINESS OFFICE 


WRITE TODAY FOR FULL INFORMATION 


MILO HARDING COMPANY 


Main Office 
SAN FRANCISCO 5 (OS ANGELES 15 PITTSBURGH 22 
141 New Montgomery St 432 W. Pico Boulevard 317 Third Avenve 
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WNalional 
newest 
money-saver! 


Walionals popular-priced bookkeeping machine 


that saves money for small or medium-size businesses 


ME ALLO ry 


This National front-feed bookkeeping machine combines 
the most desirable automatic features of much higher- 
priced equipment with outstanding speed, simplicity 
and ease of operation. It will do most of your book- 
keeping automatically ... and what the machine does 
automatically the operator cannot do wrong! 

Posting is so simple that anyone can learn to operate 
it in a few minutes and accomplish more with much less 
effort. For example, Statement, Ledger and Journal are 
all posted simultaneously . . . even totals print automat- 
ically. These are only a few of the new machine’s many 
advantages. And it’s instantly converted into a high- 
speed, Duplex Adding-Subtracting Machine, too. 


THE NATIONAL CASH REGISTER COMPANY, payton 9, oni0 


949 OFFICES IN 94 COUNTRIES 
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This machine sets a new standard 
of performance never before at- 
tained in a bookkeeping machine 
at so low a price! See how it will 
save time and money on your 
work. Call your nearby National 
representative today! 


*TRADE MARK REG. U.S. FAT. OFF. 


y og 








This will take you off the “xiicad’list! 


every 12,820 subscribers. With a total 
operating expense of 55¢ per subscriber 
per year, Rhode Island’s non-profit 


You're a businessman. You have a 
critical mind. Perhaps you have read 
McBee ads and said, “Very interesting. 
But Keysort couldn't handle an opera- 
tion our size.” 

The case of Rhode Island's Blue 
Cross plan should cure you of that mis- 
conception. 

In 1939, when the state's Blue Cross 
installed Keysort, Rhode Island had less 
than 10,000 subscribers. Today there 
are over 600,000 subscribers, and Key- 
sort has the situation well in hand. 

What's more, Rhode Island Blue 
Cross has only one office employee for 


Blue Cross plan is the most efficient 


in the country. 

Because its operating cost ratio per 
subscriber is lower than any other Blue 
Cross, the Rhode Island plan can pro- 
vide, percentagewise, more dollars per 


> ee 


AS aay * “de 


STORE ame 


Miu, 
ome, mie j 


hes : 
2 per within “wwf. 


patient in benefits. Perhaps that’s why 
more people (76%) belong to Blue 
Cross in the state of Rhode Island than 
in any other state. 

The Keysort cards Blue Cross uses 
are pre-coded cards with holes punched 
along all four edges. Certain holes are 
notched. The notched cards separate 
from the un-notched cards for any sort- 
ing purpose. Keysort requires no special 
office personnel, no costly machine 
installations. 

The McBee representative near you 
can tell you frankly how McBee can help 
you. Ask him to drop in. Or write us. 


THE McBEE 
COMPANY 


295 Madison Ave., New York 17. 


Offices in principal cities. 
The McBee Company, Limited, 
11 Bermondsey Road, Toronte 13 
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Photo taken at Jackson & Perkins Co., Newark, N. Y, 


The Denominator goes to work for 


JACKSON & PERKINS! 


Counting and segregating orders for many different types of 
rosebushes can now be accomplished quickly, easily, more accu- 
rately and with greater economy by use of The Denominator. 


Each unit of the 500 unit Denominator shown above represents a 
particular type of rosebush. As each order is received, it is tabu- 
lated on its respective unit. Order tabulation is greatly simplified 
—no pencil or tally sheet necessary! The total shown on each unit 
indicates the number of plants sold—and when deducted from 
stock on hand—provides running inventory control! 


The Denominator can be made up in as few or as many units as 
you may require. Each unit can count up to 9,999. Consult us 
for your particular needs, without obligation write Dept. OM-14., 


nie Denominator Company, INC. 


261 BROADWAY, NEW YORK 7, N. Y. 


Manufacturers of Tabulating Machines for 40 years 
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’ ...but EVERYBODY... 


mes SWF 





\ 
Xx They rush in twenty times a day: “Where's the Swift?” The machine weighs 

only 614 Ibs. so it moves all around from office to office and desk to desk. My girl friend 
couldn't believe that this wonderful Swift adds and multiplies up to 10,000,000 with 

a flick of the wrist. Where she works they have only a heavy, non-movable machine and 
everyone has to ‘stand and wait” to use it. I showed her the visible dials, the 

large clear type, the two-color ribbon and even did 150 operations 

a minute for her. 


Z. S. Some of the men would like to take ithome ff My beloved 
in its zippered case to finish work at night — but Me, Swift costs 
1 lock it in my desk drawer! |} $ 
At better Office Machine Dealers everywhere or write for information TODAY oni 9950 
SWIFT BUSINESS MACHINES CORP. tax 
Great Barrington, Massachusetts 
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Cutting a Klean-Write Duplicating Stencil, 
product of Frankel Mfg. Co., in the Denver 
office of Eastman Oil Well Survey Co. The 
Eastman firm was started in Long Beach, 
Calif., in 1930; now has 26 offices in the U. S. 


Salesmen's phoned orders are recorded on 
Edison Voicewriters at Snow Kist Frozen 
Foods Corp., Jersey City. Voice-operated re- 
lays control machines. Clerks listen to discs 
when pulling tabulating cards and invoicing. 
System saved $15,000 a year plus $1,800 
in yearly phone bill; paid for itself in four 
months. 
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An electronic Ticketeer, made by Burroughs 

Cerp., is being tested in the Chicago office 

of United Air Lines. A matrix activates the 

machine which prints passenger ticket and 
keeps sales accounting records. 


Camera/ ; 


Secretary of Labor James P. Mitchell talks 
to World War Il veteran George Seal at 
the President's Exposition and Parade of 
Progress on Rehabilitation and Employment 
of the Handicapped in Washington, during 
which the one-armed vet learned to operate 
a Facit Calculator and an Odhner Adder. 
Sender Jaari, Facit sales manager, at right. 


35 








Machine directly be- 
hind seated girl is 
a Stenafax, product 
of Times Facsimile 
Corp., in use in the 
duplicating section 
of American Tele- 
phone & Telegraph 
Co., Long Lines 
Dept., New York. 





General office in the 
4-story Chicago 
headquarters of Re- 
vere Electric Supply 
Co. showing Globe- 
Wernicke Techniplan 
steel furniture. The 
50" desk tops are 
combined with 66" 
auxiliary tops over 
horizontal storage 
units. Installation was 
by Graver-Dearborn 
Corp. 


Burgess - Manning 
Radiant Cooling 
Ceiling, in 14-ft. and 
20-ft. strips along 
south and east win- 
dows, reduces the 
load on the air con- 
ditioning system of 
the chief engineer's 
office in the Port of 
New York Authority 
Building. 


Sa SSN ea roe NT 


—— 








Experimental Test Pilot School students at Edwards Air Force Base, Edwards, Calif., use Monroe 
Calculators. The six-month program includes subjects ranging from calculus to aerodynamics. 


Accounts receivable records of Blevins Popcorn Co., Nashville, were saved by being under 

compression in a LeFebure Tray Binder (at right) during a fire which destroyed the firm's 

offices. Another make tray (at left), on the same desk during the fire, was burned and its 
records lost. 
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A Fonadek [at left) 
in the Dennis & 
Donovan Travel 
Agency, Boston, al- 
lows clerk to use 
both hands at the 
files while carrying 
on a telephone con- 
versation. 


This 31' x 17' confer- 
ence room of Aetna 
Insurance Co., Park 
Ridge, Ill., is lighted 
with 18 Curtis two- 
lamp (40 w.) troffers 
to produce an aver- 
age of 80 foot- 
candles. 


> Que UNES 


Board room of Ham- 
burg Bros., Pitts- 
burgh, furnished with 
W. H. Gunlocke 
lounge chairs and 
sectional pieces. 
Chairs are walnut 
finished in Sylvan 
gray to match table 
and covered with 
persimmon _ leather. 
Installed by Joseph 
Horne Co. 














Frosted glass divides 
departments, clear 
glass separates work- 
ers in a group, in 
the Esso Standard 
Oil Administrative 
Building, Bayway, N. 
J. The movable Par- 
tition-ettes and Of- 
fice-ettes, products 
of Arnot-Jamestown 
Div., Aetna Steel 
Products Corp., were 
installed by Charles 
J. Lane Corp. 


Offices in the three- 
story building of 
June Savings & Loan 
Co., Cincinnati, are 
cooled by Frigidaire 
self-contained units 
like the 5-ton one 
at rear, 





The Opelousas, La., 
Daily World has 
been printed by off- 
set since 1939. Typ- 
ists produce a 
punched tape and 
visual checking copy 
on Justowriter Re- 
corders. Tape is fed 
to a Justowriter Re- 
producer (rear left) 
which automatically 
produces justified 
type reproduction 
proofs from carbon 
ribbon at 100 words 
a minute. Machines 
are made by Com- 
mercial Controls 
Corp. 





Try A C C O-binding / 


You'll Like It Better Because It JS Better 


When all is said and done, the true reason why you ought to use the Acco 


method is that you’ll like it better! 


You'll like Acco Fasteners, Accobind Folders and the Accobinding way of 
filing all your business papers because they mean security, neatness, order, 
quick finding, office and personal efficiency. 


Acco-binding does away forever with 
“scatteration filing”, limp and messy fold- 
ers, lost or mislaid papers. Acco-binding 
brings all related papers together and keeps 
them there. Your correspondence, orders, 
invoices, reports and other records are al- 
ways in order, safely bound—temporarily 
Or permanently as you wish—and readily 
available. 


ACCO PRODUCTS, 


Incorporated, 


Acco-binding is easy to operate, foolproof, 
economical. Simply punch your papers, 
place them over the prongs of the Acco 
Fastener in an Accobind Folder and be 
assured that ‘“‘Acco-bound papers are 
SAFE papers”. 

Yes, you certainly will like Acco-binding 
better, because it is better. Try it and see! 


OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 
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We said it... 
Now everyone’s 
saying it! 


REX 





RECORDER 


THE FINEST DICTATING 
MACHINE MADE TODAY! 


Name . . . RICHARD E. PAIGE, president 
Company . . . Richard E. Paige Incorporated 
Address . . . 114 East 32nd Street, New York, N. Y. 


Mr. Paige shown above using the REX RECORDER. He says. . . 
“smooth-running, trouble-free REX RECORDER machines are 
really like valued members of our staff.”’ 





Time after time, our dealers have 
sent us letters like the one reproduced 
here .. . Yes, we said it 

-.. Mow everyone's saying it. 

REX RECORDER IS THE FINEST 
DICTATING MACHINE MADE TODAY? 


Write for the name of your 
nearest decler . . . for @ 
free demonstration af your offices, 





EXCLUSIVE N. 
AMERICAN DICTATING ON 27BUTORs 
65 Ma MACHINE 


dison Avenue, New Yo 
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Mr. Dealer: WU 
is means > for vou 


FLAGSHIP carbon paper has one feature of the greatest im- 
portance that makes it different from and superior to all other 
types —its revolutionary new metallic back. 


This development has vast significance for the user . . . and 
equally great meaning for the dealer. Because of its exclusive, 
patented construction and pigmentized ink formula, FLAG- 
SHIP has greater versatility than the kind you may have 
“always bought.” 


In the past, each new carbon paper development has 
added numbers to already bulging retail stocks. Here at last 
is a development which allows you to cut inventory. No more 
overstocking of weights and writes— FLAGSHIP meets the 
needs of more people with fewer numbers. 


Gone with the overstocks are the “mysteries” of carbon 
paper merchandising. Here at last is a line that non-technical 
minded people—on either side of the counter—can understand. 
Selling the Flagship line is easy—even for new personnel! 


And Flagship’s distinctive metallic back means more cus- 
tomer satisfaction and ever-increasing repeat business. For 
everyone recognizes Flagship’s superior writing, handling and 
lasting qualities—and remembers its silvery gleam! 

Have we got something? You bet —and there's still more 


to the story. We'll be glad to tell it all to you. Make it a point 
to write today! 


CARBON AND RIBBON MANUFACTURING CORPORATION 
General Offices and Factory: 165 Duane Street, New York 13 
Western Office & Warehouse: 3404 So, Main, Los Angeles 7 
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. . « there’s nothing faster than the wonderfully smooth, 
easy-to-use ADDO-X Symmetric Keyboard. Designed for 
minimum finger travel, it really makes the work fly. All this, . 
plus exclusive Step-O-Matic Lever that offers calculator 
performance at adding machine cost whenever multiplying. 


Write for new descriptive literature, Dept.O 


ADDO MACHINE COMPANY, INC. 


145° WEST S7TH STREET, NEW YORK 18, LY. CHEBLE S-0940 
A 
ties emrmats tow neared WEST COAST BRANCH — WESTERN ADDO MACHINC CORP, 7971 GEVERLY BLYD. 
LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 5.2247 


vee 
excrusive s1te-0 maric t 
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TYPEWRITER RIBBON FABRICS 


Fabrics that have been specially designed 


and woven to produce really better ribbons. 





‘Moller proou Corp. 


21 WEST STREET NEW YORK 6,N. Y.. U.S.A. 
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ADDRESSING 
MACHINES 


print their addresses from Index Stencil Cards in which the addresses 
are stenciled at typewriter speed with any standard typewriter. 

56 Elliott Branch Offices are now operating and working with 
2252 Dealers who are successfully selling our new 1954 line of Elliott 
Addressing Machines which range in price from $50 to $500 and in 
speed from 20 to 125 different addresses per minute. 

If you sell typewriters you can sell Addressing Machines. 


THE ELLIOTT ADDRESSING MACHINE CO. 
199C Albany St., Cambridge 39, Mass. 
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THE HELPING 
HAND 3 


THAT BRINGS 
REPEAT SALES 

FOR YOU IN 
CARBON PAPER, 
INKED RIBBONS and 
CARBONIZED ROLLS 


HERE’S OUR HAND—AND OUR HELP. Here’s a plan that will take you 
out of the competitive class ... into the profit-producing class. Here's 
the STORMS PRIVATE BRAND PROGRAM .... the program that is 
being used successfully by progressive dealers all over the country. 

The Storms program is simple—it involves no intricate plan and only a 
modest investment on your part, It's a method which makes possible 
repeat business for you on Carbon Pape, Carbonized Rolls and Inked 
Ribbons. 

And here’s how YOU benefit . . . STORMS furnishes the packaging 
and imprinting of these items with YOUR OWN BRAND NAME ... so 
that you can successfully compete with other brands. In this way YOU 
control the distribution, sale and repeat sale of these items. STORMS 
produces the finest grade merchandise, based on experience of over half 
a century. 

Join the dealers all over the country who are now successfully using 
the STORMS PRIVATE BRAND PROGRAM. It will pay you to investigate 
this plan today. Please use the coupon for complete details . . . or write 
on your letterhead to Department O7. 


H. M. STORMS COMPANY 


STORMS BUILDING, BROOKLYN 38, N. Y. 


r 
H. M. Storms Company 
Storms Building, Brooklyn 38, N. Y. 
Gentlemen: 


We are interested in the STORMS PRIVATE BRAND 
PROGRAM. Please send us complete information 
and samples. 


Meovtesterers of} Company Name 
the complete line fom 

- « + that stands ; 

the test of time. 
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brand new and packed with sales dynamite! 


REGNA CASH REGISTER 


with 
VISIBLE ITEM 
-@& INDICATION® 


*DOUBLE-VIEW 


WINDOW how 
esk and custome 
ndividvoe terr ond 


tota 


The fabulous REGNA DELUXE Cash Register REGNA FEATURES SELL THEMSELVES: 
rst -t¢-Mmaslola alae Mal -Mela-tehi kt meoleh folie -Mimactit e 
register design in a decade! Sleek, stream 


= 

lined, low in cost— it's the perfect answer to 
’ F * 
. 


aia ARAL OLL hi cliamelaleliaehilels 
ole 4-10 PAM oliolk Melson i] oli ieliel ls 


; fofolUlo)(-easlolelelmc-a-1] elm oldlliiire Mil-iaalollr iis 
lal -Mal t-te k Moh me tasloll MelaleMasl-telllmiP4-Mae-tiell(-1a) 


The REGNA DELUXE gives foolproof control 
over cash-credit protects funds sim 
plifies store accounting. For the REGNA DE 
OUP GE malolmeolalh Mem old-Xeltiolabsol ll imaeliime-te lt ti -1 

Leela Mmolelellivemmileleallal-Mmelile Me lol-. Mmaslolah] 


receipt-chute gives customer totaled, dated 
receipt 

department or clerk designations 

San] ole] EM iol am olellobtel!} Maa d-loll Mal Oa Wi oldiili-te, 
ol ame fel e- 

orvh folaslohi(amael dace llolim a5] 

Taal oXelatelalme olele) 4 4-1-1 ellale Mia sleld-t Um iele) lightning push-button operatior 
Regna Cash Registers are available in Manual Erol Usama olfolilile mae] elolainy 

or Electrically Operated Modets with regular new wider tape window shows owner la 

or oversize cash drawer OMe MU Ameliilellilimatiale| up 

REGNA CASH REGISTERS, INC. = 8 | 
175 Fifth Avenue, New York 10, N. Y. 


489 R King v GENTLEMEN: Please send more information about the REGNA DELUXE » 
OUTSIDE CONTINENTAL U.S Box ¢ Cosh Register and about becoming a REGNA decier. 


| Company. 


IN CANADA: PF 





Nome. 


REGNA CASH REGISTERS, INC. 175 Fifth Avenue, New York 10, N. Y. 
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— Klean Write 


——— TUBE INK 
for GESTETNER DUPLICATORS 


@Fits the Express Inker PERFECTLY — 
NO ADAPTORS REQUIRED 
@ MORE COPIES PER POUND 
@FREE FLOWING 
@FASTER DRYING 


Will not damage silk screens or waver roll- 
ers...will not clog pump. 


Available in the following colors: 

RED * GREEN * BLUE * BROWN 

YELLOW * ORANGE * BLACK 
GRAY * PURPLE 


AND... 


The world famous KLEAN 

WRITE “Crystal” Stencil is now custom 

made for the Gestetner and all other foreign 
duplicotors. ONLY KLEAN WRITE QUALITY 

can assure you of the following features: 

STATIC FREE... PERFECT FIT... LONGER RUNS 

... THE NEW AND REVOLUTIONARY “JET” 

. GREEN COLOR! 
ot fi 


, 


FRANKEL CARBON 
RIBBON CO... 


285 Rio Grande Blud. Denuer, Colorads 
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Hello, Watson Manufacturing? What's the story on your, OUCH!, 
ROL-DEX RECORD KEEPING SYSTEM? 


He has the right number! 
Record keeping costs cut 25% 
to 55%—Records ROLL—To 


the seated operator! 

Cuts fatigue—Reduces turn- 
over—Lessens chance of error. 
Use your present records. 


~ Get the story on ROL-DEX 
write: ROL-DEX Division, Dept. O-13 


. 
| ee OC x WATSON MANUFACTURING CO., Inc. 


iamestown, New York 
Established 1887! 
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Only Victor Super-Quiet Custom Adding Machines give you 


New Select-0-Matic lotaling ! 


ease of operation 


Another spectacular first from Victor .. . 
Select-O-Matic brings you new ease, new 
speed of operation. Now you can take both 
totals and sub-totals from the add-bar 
automatically .. . or use the regular dual 
- total key... or interchange both methods. 
This versatility, plus the Custom’s quiet 
operation, True-Touch keys, beauty of de- 
sign and durable construction makes it 


the selective choice in adding machines. 

Available in 10-key or full-keyboard 
models, Victor Super-Quiet Customs add, 
subtract, multiply, divide, even calculate. 
And, they automatically compute credit 
balance. See the new Victors, try them... 
with Victor’s 42 basic models you can 
make the perfect choice for your own, 
individual figure work. 


FREE TRIAL! Try a Victor in your own business. Call your Victor Branch or Dealer 
listed under “V” for Victor in the Adding Machine section of your phone book. 


VICTOR ADDING MACHINE CO., Chicago 18, Ill. + in Conode: McCaskey Systems, Ltd., Galt, Ontario 


50 
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“| just 
closed 

a 14,000 
order 


(thanks to our J 
Todd Disburser)” 


With the hours that he used to 
spend signing checks by hand, one 
executive built up contacts and sales 
among a group of key customers. 
Another uses his time to cut 





costs and increase his company’s 
efficiency. 

A third devotes his attention to 
costly and knotty distribution prob- 
lems. 

It's productive time now—for 
management, stockholders and 
employees. Executives are making 


decisions no one else can make, 
instead of doing the work that a 
machine can do faster and with 
much greater control and safety. 

The Todd Disburser is three 
machines in one. It dates automat- 
ically. It controls and counts every 
signature. It shreds amount lines 
into check fibres with indelible ink. 

To get all the facts—mail the 
coupon. It may be one of the most 
important things you've ever done 
for your company. 


po-c-c-ctr nnn 


THE TODD COMPANY, Inc., 
Dept. O, Rochester 3, N. Y. 


appointment. 


Name of firm 


Zone State 


Telephone 


Please have your representative telephone me tor an 


COMPANY, INC. 


Todd 


ROCHESTER & NEW YORK 
By SALES OFFICES IN /q) PRINCIPAL CITIES 


Le ee ee ce ee ee ee eS ce ee ae ee oe ee eee ome ae = DISTRIBUTORS THROUGHOUT THE WORLD 
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That's for me! A free booklet of ideas 
for people who use Offset Duplicating 
Machines! 


(@] (& 


THE “ONE-WRITE” WAY TO RUN A BUSINESS a ee 





3) 


Colitho Division, COLUMBIA RIBBON AND CARBON MFG. CO.), Inc. SK) ‘ 
607 Herb Hill Road, Glen Cove, N. Y. eee, . 
i, 
Please send me, without cost or obligation, the Colitho - 
booklet, ‘‘Cash in on your offset duplicator’s idle time!"’ 


Name 





Company 
Address 
City 
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NE 
Books 


THE WONDERFUL WRITING MACHINE by 
Bruce Bliven Jr. Random House, New York, 
236 pp., $3.95. 

Nothing has had a greater effect on 
our offices than the typewriter. As the 
first office machine, it opened the way for 
mechanization of other clerical opera- 
tions. More important, perhaps, was the 
great change it made in the lives of our 
women, Business was a man’s world 
before the appearance of the writing 
machine and woman’s only place was in 
the home. Today there are more women 
operating typewriters for a living in this 
country than there are in any other oc- 
cupation. A vast number of males, too, 
use a typewriter to earn their living. In- 
deed it has proved a wonderful machine 
and the author has made its story highly 
interesting. 


THE TYPEWRITER AND THE MEN WHO MADE 
IT by Richard N, Current. University of IIlli- 
nois Press, Urbana, 149 pp., $3.50. 

This book deals mainly with the work 
of Christopher Latham Sholes and James 
Densmore who developed the first suc- 
cessful writing machine. Prof. Current 
quotes from correspondence between 
Sholes and Densmore and his access to 
the Densmore family’s collection has 
allowed him to do quite a complete his- 
tory of the two men and their efforts to 
produce and market a typewriter. 


TARGET: RED TAPE, Leahy & Co., New York, 8 
pp.» Free. 

An enlightening report on the growing 
volume of records being filed by business 
and government offices which cites 
figures on the quantity being filed and 
its cost in money and manhours. 

(Continued on page 75) 
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A few seconds here — 
a few minutes there — 
day after day DENNISON 
HANDY HELPERS are time 
savers in office, school 

and home. 

Dennison shipping tags, 
marking tags, key tags, 
gummed labels and seals, 
index tabs, reinforcements, 
mending tape and many 
more are 


Handy to Have — 
Have them Handy 


DMNMOOW 


Manvfaciuring Company 
Framingham, Massachusetts 





any way you look at it 
you get 

more 

with 


Please send LBV 1729 with details of 
this amazing new Kompakt File. 


NAME 











COMPANY — 
ABSGRESS ee 
cITY —ZONE_____ STATE 


Feber srecglom Bb cr rc30vck 


ROOM 1729, 315 FOURTH AVE., NEW YORK 10 





RRS DAR etilen RRR PMRYR Re 


j 
j 
| 2 


WA i" 








NOMA SCHULHOF AWARD FOR 
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Motivating Employees with 
Non-Monetary Incentives 


LEON C. MEGGINSON 


Assistant Professor of Business Administration, 
Louisiana State University, Baton Rouge 


HEN management is dealing with 

the inanimate factors of produc- 

tion, such as machines, materials 
and supplies, it can accurately predict 
the output and vary the factors aeccord- 
ingly to achieve the desired production. 
When dealing with people, however, the 
intangible factor of volition is intro- 
duced. Workers will react the way man- 
agement wants them to only as long as 
they choose to react that way. Werk- 
ers can increase or decrease their pro- 
ductivity as they desire. 

In striving for efficiency, remember 
that too much emphasis upon, or me- 
chanical application of, “tools” like in 
centive wage plans, bonus plans, etc., 
will build up active as well as passive 
resistance to any program leading to in- 
creased productivity. The first desire 
of management should be to treat 
workers as individual human beings, 
not automatons. If we are to increase 
the efficiency of office workers, we must 
gain the cooperation of those involved: 
the workers. 

Behind every human activity there is 
a chain of events that occurs, either 
consciously or subconsciously. First, 
there is the desire for something. This 
leads to the choice of methods of satis- 
fying that desire (motivation). Then 
there is the application of an incentive, 
or incentives, that induces one to ac- 
complish the act. Man has a reason for 
doing everything and this reason is 
based upon one of several basic desires : 

1. The desire for subsistence or the 

biological urge to live; 

2. The desire to belong or the grega- 

rious urge; 
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3. The desire for place, power and 

prestige; 

4. The desire to perform service. 

These desires rarely appear alone as 
single causes of action. They usually 
appear in pairs or in larger groups. 
Man’s nature is complex and the more 
complicated the individual personality, 
the less obvious and direct is the deci- 
sive cause for a response. There is often 
a variation between the true motive caus- 
ing a person to do a certain thing and 
the superficial motive assigned to that 
action. When a person acts without an 
apparent motive, he will probably ra- 
tionalize that action rather than admit 
he had no reason for doing it. This 
rationalization makes the task of apply- 
ing incentives to workers more difficult. 
Management must determine the mo- 
tives of employees and apply specific in- 
centives to increased production. 
‘ Incentives may be positive or nega- 
tive. Positive incentives act as induce- 
ments to lead a worker to accomplish a 
given activity. Negative incentives 
drive a person to perform a given ac 
tivity. The former offers a worker a 
reward if he will do something. The 
latter withholds, or threatens to with- 
hold, the reward if the worker does not 
do something. Another way to classify 
incentives is according to the form the 
reward takes: material or non-material. 
The tormer consists of tangible rewards 
such as money, goods and services; the 
latter consists of intangible appeals 
such as pride, position, power, prestige, 
altruism, religious fervor, intellectual 
curiosity, comradeship and, negatively 
viewed, certain forms of coercion. 





The two types should not be consid- 
ered as mutually exclusive because both 
have potential motivating power over 
the actions of men. The issue is not 
one of material incentives or human re- 
lations, but a problem of integrating 
the material incentives into the intangi- 
ble pattern of human relations. The 
motivating power of financial rewards 
is strongly affected by the power of 
human relations into which they are in- 
troduced. Although this paper deals 


primarily with non-material incentives, 
I do not imply that material incentives 
sharing, 


like incentive wages, profit 
bonuses, etc., are not effective. 

Non-material incentives can _ be 
classified under the headings of Person- 
al Development, Development of the 
Group Spirit and the Service Concept. 

Probably the greatest task of an office 
manager is not the utilization of physi- 
cal facilities, but is the development of 
the men and women in your organiza- 
tion. Two thousand years ago, the 
greatest Teacher who ever lived empha- 
sized the dignity and worth of the indi- 
vidual when he said, “Therefore, all 
things whatsoever ye would that men 
should do to you, do ye even so to 
them.” The tenets he propounded 
form the basis of the non-material in- 
centives and especially those appealing 
to the recognition of the individual 
There are many ways of describing per- 
sonal recognition, but probably the most 
effective is to call it the dignity of man. 
The best results can be obtained by deal- 
ing with employees as individual human 
beings. 

One of the most effective methods of 
showing personal recognition is through 
personal conversation. The present 
assistant secretary of the army, Col. 
John Slezak, spent a large proportion 
of his time while president of the Pheoll 
Mfg. Co., Chicago, visiting and talking 
with non-supervisory personnel. Con- 
sensus of the workers was that this 
practice accounted for much of the high 
morale in that plant. His philosophy 
is summarized in these words: “Em- 


56 


ployees are human beings and to get the 
most out of them, treat them as such. 
Take time out to see them and talk to 
them. Nothing is so reassuring and so 
inspiring to employees as having the 
boss talk to them... A good executive 
delegates many of his tasks to compe- 
tent subordinates, but it is a difficult 
task to delegate a pat on the back, a 
sincerely firm shake of the hand or a 
friendly smile; and they are all vital 
factors in helping the employees do 
their best for you.” The sweetest sound 
to the human ear is one’s own name. 
Know your workers by name; know 
something of their personal lives; know 
something of their ambitions and aspir- 
ations and you will make friends of 
them and increase their productivity. 

A second device for giving personal 
recognition is to provide nameplates 
for the employee’s desk or work station. 
An army tank corps found during 
World War II that morale was in- 
creased by having an engraved name- 
plate for each soldier in the tank. At 
least one industrial office provides desk 
nameplates for every employee. Every- 
one then becomes an individual rather 
than just “the-girl-to-the-left-at-the- 
last-desk.” Diametrically opposed to 
this practice is that followed by a gas 
company in Shreveport and a cabinet 
manufacturer in Jackson, Miss., of not 
furnishing nameplates or names on the 
doors of anyone. The idea is to mini- 
mize the difference in positions of the 
members of the organization. 

Another device is to assign parking 
areas, lockers, machines and other facil- 
ities to workers on a _ personal basis. 
This gives the worker something for his 
own which enhances his sense of indi- 
viduality. Closely related is the prac- 
tice of some concerns to maintain a bul- 
letin board with a complete list of 
names and addresses of all employees in 
that work area. One company went so 
far as to display a large map of the city 
with the names of their employees su- 
perimposed upon the street and address 

(Continued on page 86) 
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provides a complete method to dis- 
tribute expenses to accounts with 
only one writing has been adopted by 
Edmont Mfg. Co., Coshocton, Ohio, to 
replace their journal and voucher reg- 
ister. The system was developed by Ed- 
mont’s secretary-treasurer F. E. Friedli 
with the cooperation of Moore Business 
Forms, Ine. Edmont Mfg. Co. special- 
izes in the manufacture of coated fabric 
gloves for industrial, farm, home and 
garden use. Their products are widely 
used by workers to protect their hands 
from severe abrasive service or from 
oils, grease, acids, caustics, solvents and 
other solutions of harmful materials. 
The system uses two forms: a two- 
part Speediset Voucher Check and a 
two-part Speediset Accounts Payable 
Voucher Set. Part one of the voucher 
check consists of a check, a payee’s 
voucher and two accounting distribution 
tickets, all separated by perforations. 
Part two is an unperforated exact copy 
of part one and is placed in a perma- 
nent binder. The accounts payable 
voucher set is identical to the check 
except that it has no actual check and 
it has an accounts payable (AP) num- 
ber printed on it instead of the check 
number. 
Since most invoices are paid the same 
month they are billed, direct charges to 


A previa check system which 
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Voucher Tickets 
On Check Save 
Posting Time 


the expense or inventory accounts can 
be made, eliminating the extra entry 
of clearing these through the accounts 
payable or vouchers payable account. 
For the few items not paid during the 
month in which they should be charged, 
the accounts payable voucher set is 
used to record the liability and expense 
accounts involved. 

Invoices are processed in the usual 
manner and prepared for payment. The 
voucher check is typed with the date, 
payee’s name and address, invoice date 
and number, brief description of invoige 
items, gross amount, deductions, dis- 
counts and net amounts. 

The accounting distribution for in- 
ventory or expense items is made by 
typing one account number and amount 
only on each ticket at the bottom of the 
check set. The check set remains intact 
until it is audited and the check is 
signed by an authorized official. 

The check and payee’s voucher sec- 
tion of part one are detached and mailed 
in a window envelope. The accounting 


Left: The voucher check is typed from invoices 
approved for payment. Above: Accounting dis- 
tribution tickets are filed by account number. 
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The voucher check form showing account distribution tickets at bottom. 
distribution tickets are detached at the accounting method eliminates posting 


same time and filed by account number to unwieldy journals and simplifies re- 
until the end of the month. This unit capping. 
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Part two of the set is filed in numeri- 
cal order in a binder. All numbers, 
voided or not, must be accounted for. 
This binder becomes the check register. 

At the end of the month the few un- 
paid invoices are recorded by typing an 
accounts payable voucher set for each 
invoice. Notation is made on the in- 
voice that it has been vouchered, not 
paid. The accounts payable distribution 
tickets and the distribution section of 
part one is not used. 

Part two of the accounts payable 
voucher set is filed in a separate binder. 
The net amount of the invoices is totaled 
at the end of the month and this total 
is the accounts payable credit amount. 

When an invoice recorded on an ac- 
count payable voucher is paid in the 
following month, a voucher check is 
typed in the usual manner except for 
the accounting distribution tickets. Only 
one ticket is used to record the debit 
to accounts payable. 


Notation is made on the accounts 
payable voucher copy in the binder 
when it is paid. To secure a detail of 
accounts payable, it is only necessary 
to refer to the unpaid voucher copies. 

Cash and discount credits are totaled 
from the check binder. This is done 
daily with a summary total at the end 
of the month. The daily cash balance 
is maintained on a columnar sheet by 
recording deposits and total daily pay- 
ments. 

The check and voucher tickets are 
totaled by account number and one jour- 
nal entry is made to cover an entire 
month’s transactions to the accounts 
involved. 

Among the advantages of the system 
are: one writing eliminates journals and 
voucher registers, control over disburse- 
ments is positive and accurate, detailed 
records are immediately available, cleri- 
cal time previously used in posting jour- 
nals can be used for other duties. 





The Lyons Electronic Office 


JOHN GRINDROD 


N all-purpose electronic, high speed 
calculator has been introduced into 
the office of J. Lyons & Co., Ltd., 
bakers and caterers of Cadby Hall, Lon- 
don. With its 5,000 electronic tubes, 
LEO (Lyons Electronic Office) can per- 
form all kinds of clerical work involv- 
ing repetitive calculation: ledger keep- 
ing, inventory control, invoicing, cost 
accounting, ete. One of its prime pur- 
poses will be to work out the payroll 
each week of Lyons’ 33,000 employees. 
About six years ago Lyons began ex- 
ploring the possibilities of using elec- 
tronic calculators for commercial pur- 
poses. News had then been received 
that an electronic calculator was then 
in process of construction at Cambridge 
University and representatives went 
there to examine it. It was decided that 
all the possibilities were contained in 
the Cambridge machine and LEO’s own 


Tue Orrice—July, 1954 


basic calculator was subsequently based 
very largely on this experimental ma- 
chine. A survey was carried out in re- 
spect of Lyons accountancy requirements 
and the machine was built to satisfy 
those requirements. 

In caleulating Lyons’ weekly pay- 
roll, a seore of basic items must be 
treated for each employee. In Britain 
income tax is deducted by the employer 
on a pay-as-you-earn system, from the 
wage packet. This and other deductions 
for insurance, ete., must be recorded. 
The various basic items for each em- 
ployee are: basic pay, sick pay, holiday 
pay, gross pay (including bonus, allow- 
ances, etc.}, gross pay to date, P.A.Y.E. 
(pay-as-you-earn) tax to date and this 
week, national! insurance, national in- 
surance stamp record, pension dedue- 
tion, pension contribution to date, na- 
tional savings deduction, national sav- 
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Operating floor in 
office of J. Lyons & 
Co., London. Opera- 
tor at left feeds 
punched cards with 
fixed data, Variable 
data is fed to 5- 
channel-+tape reader 
in foreground. Re- 
sults are printed on 
tabulator at right. 


ings total to date, loan repayment, loan 
balance outstanding, hospital Saturday 
fund contribution, club contribution, 
other deductions, total deductions, net 
pay, notes and coins for net pay. 

In addition, running totals must be 
kept for groups of employees such as: 
amounts of each note and coin, numbers 
of each national insurance stamp, run- 
ning tota! for all employees in depart- 
ment in respect of all items. To per- 
form jts calculations the machine must 
be fed with individual information con- 
cerning each man and this information 
can be split into three sections: 


1. Basie information which normally 
remains invariable, such as identification 
number, bakery number, wage rate and 
certain deductions. 

2. Information carried forward from 
one week to the next, such as gross pay 
and tax to date; other increasing items. 


3. Information which applies spe- 
cifically to the week for which pay is 
being worked out: hours to pay, pre- 
mium bonus, etc. 


a 
a> 


Items 1 and 2 are being held in the 
form of a punched card (one card for 
each employee) produced by the caleu- 
lator as a result of the previous week’s 
work, but item 3 is prepared in the form 
of a punched tape from current infor- 
mation supplied. 

As soon as the punched tape for the 
week has been prepared, the calculator 
can be put to work. The punched cards 
containing the orders for the job are fed 
into the ealeulator and, while the caleu- 
lator is dealing simultaneously with the 
information contained on the punched 
cards and punched tape for one em- 
ployee, it is drawing the information 
ready for the next. As soon as the 
answer for one employee has been ar- 
rived at it is passed forward in the 
machine for printing. Thus three main 
processes are being carried out at the 
same time: printing of the payslips for 
employee A, calculating the answers for 
employee B (which takes about one 
second), and drawing information ready 
for the calculations for employee C. 


LEO's working units. 
Engineers’ monitor- 
ing panel with six 
oscilloscopes is in 
background. LEO was 
designed, assembled 
and tested by Lyons’ 
own engineers. 








| 
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COMPANY with the problem of 

analyzing sales by products for 

each territory, salesman and dis- 
trict, may find the solution in coordinat- 
ing the use of a National Cash Register 
Analysis Machine Model 142 with a 
spirit duplicator. Companies that re- 
quire an analysis of 50 or more sales- 
men or territories, for five or more 
products, can save enough in typing and 
checking time to pay for the duplicator 
in as little as two months. 

The analysis machine provides a 
speedy medium for accumulating sales 
by territories, branches or salesmen for 
up to 44 different products or product 
lines. The breakdown can be achieved 
for any number of territories or sales- 
men. Our own particular problem was 
to analyze sales results for 12 product 
lines for 58 sales territories and more 
than 100 sales representatives. In ad- 
dition, it was important to distinguish, 
for each representative, the amount of 
sales that were made at retail and at 
wholesale. Previously we had been get- 
ting this information manually with 
one full-time girl to accumulate the 
data and one full-time typist to type, 
check and re-add the 110 separate re- 
ports for distribution. 

With the machine, our analysis clerk 
now spends less than eight hours each 
week analyzing weekly sales, and one 
day each month combining the weekly 
reports into printed monthly reports. 
After the direct printing of the reports 
on the printed spirit master, it takes 
our duplicating clerk two hours to run 
off eight copies of each of the 110 re- 
ports. An hour later the reports are 
assembled and ready for distribution. 
Briefly, our system of sales analysis 
works like this: 

Each Monday morning, our analysis 
clerk sorts the prior week’s invoices by 
retail and wholesale classification for 
each salesman. The invoices for each 
salesman are then analyzed by the NCR 
machine by inserting the amount of each 
invoice line in the machine and then, 
by depressing the appropriate product 
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Sales Analysis 
Is Faster 


ALFRED O. P. LEUBERT 
Controller, Old Town Corp., Brooklyn, N.Y. 


key, the amount is accumulated in each 
of the product registers and simul- 
taneously printed on the proof tape. 
After completing all the invoices for 
one salesman, the product registers are 
cleared and the product totals are 
printed on the weekly report sheet. In 
addition to the product totals, sales tax, 
freight and other charges are accumu- 
lated. 

Upon completion of all salesmen’s 
analyses, an adding machine tape 1s 
run of the total sales of each salesman 
and immediate proof is obtained of the 
week’s work by comparing totals with 
the accounts receivable controls and 
with the salesmen’s commission state- 
ments, giving us a three way tie-in. 

Disparities are easily located. The 
total of the items distributed against 
the products is automatically proved 
against the invoice totals by a self- 
proving totalizer in the machine. Bal- 
ances among the controls are checked 
by a proof-tape comparison with the 
invoices and the other control tapes. 
Locating differences now consumes 
about one-half hour a week while pre- 
viously almost one day each week was 
required. 

At the end of each month, the weekly 
sheets for each salesman are entered ir 
the analysis machine to accumula 
product totals for each man for the 
month. After entering the figures from 
the weekly sheets, the machine is cleared 
and the totals are printed directly on 
the preprinted spirit master report 
form. The masters are run off on the 
duplicator. The separate reports of 
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A spirit duplicated salesman's analysis form. 


salesmen are then combined to give 
branch totals. Branch totals can be ac- 
cumulated in the machine to give dis- 
trict totals. 

Combining the analysis machine with 
spirit duplicating has saved us over 30 
man-days a month in the accounting 
and typing departments. It also pro- 


62 


vides a more accurate proving medium, 
gives product analysis of returns and 
allowances, and provides our sales ex- 
ecutives with a clear report of the prior 
month’s activity. Any company can 
obtain up to 500 copies of any report 
with a single clearing of the analysis 
machine. 
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Professor, 
i Department of 
\ Management, 
Rider College, 
Trenton, N. J. 





EVER has there been more com- 

plaint about the mounting costs of 

stenographic labor. Salaries in most 
parts of the country have reached all- 
time highs and the shortege of efficient 
stenographer-typists has been chronic 
for a dozen years or more. Causes are 
varied but the situation in many offices 
can be definitely relieved if executives 
pay more attention to their parts in the 
dictator-stenographer team. Here are 
a Dictator’s Ten Commandments, the 
result of experience on both sides of 
the dictator’s desk, and in teaching both 
management and clerical forces: 

1. Remember that the average sten- 
ographer has been trained in “amanu- 
ensis” or “secretarial” shorthand, to 
write a maximum of 120 words per min- 
ute on ordinary dictated correspondence. 
She should not be expected to record 
non-dictated matter at meetings with 
any degree of completeness. This is the 
work of “hearing” stenographers who 
have had special training and are capa- 
ble of speeds up to 180 words per min- 
ute. Even these are not expected to 
take all proceedings verbatim because 
this is the function of the 200-word a 
minute “reporter”. The latter require 
years of study and training, so the ordi- 
nary secretary should not be expected 
to take down every word at a meeting. 
Her training has prepared her only for 
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|Rules for the 
, Dictation Team 


dictation of ordinary commercial mate- 
riet—Turpover in the secretarial force 

‘ minimized by attention to this 
principle. 

2. Remember that even experienced, 
able stenographers are not familiar with 
technical, professional and trade terms, 
so should be given the opportunity to 
learn. Shorthand texts furnish training 
principally in the forms for words and 
phrases in common business use. Tech- 
nical dictation greatly reduces writing 
speed. The stenographer who attempts 
to take down unfamiliar material will 
be unable to transcribe it accurately. If 
the company does not maintain a school 
nor operate a formal training program, 
here is a practical expedient for inex- 
pensive instruction: Permit the new- 
comer to spend half a day or so exam- 
ining typical correspondence from the 
files. Instruct her to write down the 
unfamiliar and _ diffieult words and 
phrases frequently encountered. Then 
let her ask questions as to the meanings 
of strange terms. Following this, she 
should make up her own “brief forms” 
for the expressions in question and 
memorize them just as she did the short 
hand or machine system forms at school. 

Dictators should bear in mind that 
shorthand systems are not well designed 
to record proper names; these are gen- 
erally best written in longhand. Steno- 
graphic systems are all phonetic and 
many names, though pronounced simi 
larly, are often differently spelled. The 
best procedure is to show the corre- 
spondence to the stenographer or, better 
yet, give it to her to copy names and 
addresses. 

3. Remember the majority of female 
stenographers are more interested in 
marriage and maintenance of their 
homes than in business. If a secretary 
is expected to assume considerable re 
sponsibility, the employment of a male 

stenographer should be considered. Men 
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are interested in promotions and ca- 
reers; more willing to study. It is costly 
and annoying to have a fairly well 
trained secretary resign to get married, 
have a baby or just because responsi- 
bilities are too heavy. Some industries, 
like railroads, employ many male secre- 
taries. 

4. Remember that inequitable pay 
cause dissatisfaction. It is a 
grave error to pay the new stenographer 
more than the “old” girls are receiving 
for the same or similar work. The ad- 
monition to the new arrival to keep her 
pay rate “confidential” is heeded gen- 
erally only until the first lunch hour 
and a resignation or two among the 
older employees may be anticipated. 
This turnover is more expensive and 
disruptive to routine than readjustment 
of salaries. 


seales 


Mid-morning and mid-afternoon 
breaks will minimize errors, relieve 
tensions. The strain of stenographic and 
typing work is greater than generally 
realized. An operator typing 60 words 
per minute actually strikes five keys a 
a second, 18,000 an hour. The stenog- 
rapher taking material at 120 words a 
minute is writing two words a second. 
Experience indicates it is doubtful that 
any loss of production occurs because 
of work breaks. 


6. Careful attention to physical fac- 
tors such as noise, light, temperature 
and proper furniture will facilitate pro- 
duction. Stenographers require as much 
light as bookkeepers, more than any 
other category of clerical workers ex- 
cept accounting or other machine oper- 
ators. Noise control is imperative: the 
telephone bell that sounds like a fire 
alarm is very distracting, causes mis- 
takes in work that requires concentra- 
tion. Muting the bells, using pads under 
machines; partitions, rubber flooring 
and similar sound control devices would 
reduce fatigue and error, lower produc- 
tion costs. 

When the office thermometer drops 
below 68°, as sometimes occurs in ship- 
ping and receiving departments, fingers 
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are immediately affected and typing 
errors mount. As summer heat rises 
over 80°, efficiency drops sharply espe- 
cially among pase Mm whose coordina- 
tion and timing is measured in split 
seconds. Air conditioning for the sten- 
ographie pool, properly controlled, is a 
tremendous aid to warm weather pro- 
duction. 


Proper posture is important. Much 
research has been done in this area and 
most office furniture dealers can give 
sound advice on proper chairs and 
desks. Furniture of proper design, ad- 
justed to the individual, may increase 
production over 25%. Pee vuliarly enough, 
however, it is the experience of furni- 
ture distributors that though many con- 
cerns pay premium prices for adjust- 
able equipment, they frequently neglect 
to make readjustments after the first 
occupants leave. The writer has seen 
countless instances of stenographers sit- 
ting uncomfortably on chairs that could 
be modified to fit exactly in a few min- 
utes. Typewriter heights should be ad- 
justable and desks are made which per- 
mit quick change to the individual’s 
best writing level. Office executives, who 
pay careful attention to these details, 
who realize that stenography and typ- 
ing are skills of high order, res jily 
affected by physical conditions, will find 
they pay off. 


Prepare adequately for dictation. 
Failure to do this can waste 50% of a 
stenographer’s time. Necessary refer- 
ences should be at hand. Notes of what 
it is intended to say are timesavers. 
Avoid sending the stenographer out to 
search for filed material or making her 
wait while file clerks do the searching. 
Attention to this can easily add the 
equivalent of one stenographer in five 
to a force. 


8. Make it a practice, when dictating 
long or difficult matter, to ask that a 
rough copy be typed without carbon on 
second-sheet paper, double-spaced to fa- 
cilitate correction. Few people have the 
faculty of dictating exactly what they 
would like in finished correspondence, 
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thereby confront stenographers with 
what they consider their most puzzling 
problem: To what extent may they 
change the dictation? 

For example, the common contrac- 
tions, “don’t”, “can’t”, ete., are in hab- 
itual conversational. use by everyone. 
Their inclusion in business correspond- 
ence, however, is generally barred and 
stenographers have been taught to avoid 
their use. On the other hand, to what 
extent shall they permit themselves to 
improve sentence structure, or elimi- 
nate repetition? Dictators sometimes do 
not have perfect command of English, 
but the problem can frequently be solved 
by the “rough copy” transcript of more 
important material. It will save time 
and tempers for all concerned. 

9. Speak clearly, toward the stenog- 
rapher. Avoid smoking while speaking. 
It is difficult to understand sounds that 
come from behind teeth clamped on a 


cigar and embarrassing for a stenog- 
rapher to constantly request repetition. 
The result: unnecessary loss of time in 
correction and rewriting. 

10. Remember that good transcription 
speed is about half ordinary copy typ- 
ing speed. In other words, 30 words 
per minute is excellent in transcribing 
from dictation. So no matter what the 
urgency, no secretary should be expected 
to turn out a perfectly typed 300-word 
report in five minutes. As a matter of 
fact, the tension involved in a rush at- 
mosphere is not conducive to the re- 
laxed, smooth coordination needed in 
this kind of work and increased errors 
are the usual result. 

Above all, remember that the stenog- 
rapher-dictator relationship is that of 
a team. If the pitcher does not throw 
towards the plate, the catcher cannot 
always be blamed for failing to get the 
ball. 





Simplified Disbursement 
Of Salesmen’s Expenses 


many companies to supply expense 

money to their travelling salesmen 
is provided by the Traveletter Corp. It 
supplies each salesman with a credit 
authorization called a Traveletter and 
a supply of blank drafts called Travel- 
orders. He also gets a vest-pocket size 


A= EFFECTIVE system used by 


Week ending 6/4 
Weekly ' 
lime Expeme 
Trovelorder Report ff Travelorder 
Burke, Donald C. $ 90 86 86 


Devlin, Arthur 150 lé4lile | 1416 
Marshall, Peter 70 1 21 


Williams, Wilbur 125 


Week ending 8/11 


Expeme 
Report ff Trovelorder 


booklet listing some 2,000 hotels, motels, 
airline offices, ete., which have agreed 
to cash his drafts. Many hotels other 
than those listed also will honor the 
drafts because the service has acquired 
reputable recognition. Here is how the 
system works: 

The company employing the sales- 


Week ending 6/18 Week ending 8/25 


Expense Expeme 
Report | Trovelorder Report 


82 


121j6l | 121/61 


Control forms are available for monthly or semi-monthly expense periods and the system also 
can be used with punched card accounting machines. Shaded columns above indicate that 
expenses exceeded limit by $3.89 in week of 8/11 and reconciliation was made the following week. 
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Credit authorization 

carried by salesmen 

showing payers’ en- 
dorsements. 





sets a ceiling on his weekly ex- 
Let’s say his limit is $90 
a week. Each week the salesman fills 
out and signs a draft for the exact 
amount of his expenses for the week. 
He also fills out his itemized expense 
account on a form which is either at- 
tached to the draft or is separate, ac- 
cording to his company’s preference. 
The expense account form is mailed to 
his home office and the signed draft is 
presented to any recognized hotel for 
payment. The payer endorses the credit 
authorization form and cashes the draft. 
If the salesman’s expenses for any week 
amount to more than his limit, (in- 
dicated in the authorization form), he 
can draft his limit, indicate the overage 


man 
pense account. 
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on his expense account form and add the 
difference to a subsequent week’s draft. 
He cannot cash a draft for more than 
his weekly expense ceiling. The payer 
knows if the salesman is making a 
legitimate draft by referring to the en- 
dorsements of previous payments 
and to the limit on the authorization 
form. 

Travelling men like this system be- 
cause they need not worry about run- 
ning out of funds, nor need they wait 
for expense checks from their office. 
They can change their route to see un- 
planned prospects without fear that an 
expense check will go astray. Because 
they carry no cash advances, they need 
not bother about repaying their firm’s 
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1 sLIDING DOOR 2 Bookcases 
STORAGE CABINETS AND STORAGE UNITS 


[ 


1 29”-42".78" heights. 38” 
wide outside. 12’-18’’ depths. 
29” and 42” units with steel 
or glass stiding doors. 


2 38” wide outside. 42”- 

| 78-84" heights. 12’-18” 
depths. Open or closed backs. 
Single or double face. 


BORROUGHS products 
greet the eye and meet the purse 


This is a Borroughs year! Yes, from coast to coast it’s Borroughs. Borroughs products are designed, 
first and foremost, with you ond your purse in mind. They are attractive. They are priced right. 
They answer your need for practicability and a good investment. If you will just drop a line to 
Joe Davis, Sales Manager, he’ll send you a catalog and tell you more. 


3 LIBRARY SHELVING 4 Wap RACKS 





3 42"-84".90" heights. 36’ 
outside width. 9%’ deep 


AL 


shelves. %4’’ vertical adjustment. 


& rvoitable in 3. standard 
sizes to hold 6, 12 or 24 coats 
and hats. Double face units 
available. 


| 
| 
i 





’ i enemas 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3002 NORTH BURDICK amp KALAMAZOO, MICHIGAN 
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TOTALS 
HOTELS. onions arc 
Moe * at 
Tue ah 
wer ar 
Fru - ar 
cc at 
oat 
TOTALS 
re ee > Ar ar SORTS 
BALANCE SHOWN BY LAST REPORT 
. 
AMOUNT OF THE TRAVELORDER 
ADDITIONAL CASH RECEIVED 
TOTAL 


EXPENSES GHOWN ON THIS REPORT 


BALANCE ON HAND TODAY 


NOOO RSS RESO: St notte 0100 





BRE ROUTE. IE 


TOTAL SALES © CALLS MADE GRamD TOTAL. 


Drafts drawn by salesmen are treated as sight drafts by employing company's bank. Lower 
form is for salesman to itemize his expenses for company auditing. Other forms or company's 
own design can be used for expense report. 
money which often gets spent. vey of 22 companies indicated it cost 

For the company employing the sales- them from 25c to 38e to write and mail 
men, the system saves time, money and one check, this saving is worth while. 
clerical work. It no longer has to issue No money is tied up in advances to 


individual expense checks to travellers 
but instead pays its bank with one 
check for all of each day’s drafts or 
bank makes a single charge. Since a sur- 


68 


salesmen. Expense accounts can be more 
carefully audited and, when necessary, 
a salesman is informed of disallowed 
expense items which he deducts from 
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SAVES HOURS / 
of Retyping Timee 


need your secretary from time-consuming retyping so you can get 
more work done. Copies in 45 seconds what takes her up to 25 minutes 


to type. 


Makes exact, legible and legal copies of letters, memos, price lists, con- 
tracts... any written, typed, printed, drawn or photographed material up 
to 12” wide, any length . . . transparent, translucent or opaque. 


Compact—Complete—Low Priced 


s 
ae 
»” 
“e 


o* 


FREE Sample Portfolio 


Heccokwik copies of typi- 
cal business. letter, legal 
document, drawing and 
photograph, descriptive 
pamphlet and name of 


nearest dealer. Write: 
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Occupies little more desk space than a type- 
writer. Complete, self-contained unit. Exposes, 
develops and prints internally — no darkroom, 
trays or running water. Takes no technical skill 
to operate. Costs $395 complete — makes copies 
for 10¢ each. Mail coupon for complete details. 


HUNTER PHOTO COPYIST INC. 

507 Spencer St., Syracuse 4, N. Y. 

Please send free sample portfolio and complete information on 
the Hunter Heccokwik Photo-Copying Machine. 


PO ois 
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his next draft. Salesmen exercise more 
care when allowed to make out their 
own negotiable instruments. Employing 
company’s liability ceases when an auth- 
orization form is cancelled because of 
its loss or a salesman’s termination. The 
annual cost of the service, including 
necessary forms, amounts to 13% 

each salesman’s expense limits ($11.70 


a year for a traveller with a $90 weekly 
limit). A refund is made if an authori- 
zation is unused for three or more 
months. 

A brochure describing the system 
with samples of forms and names of 
leading companies using the se rvice can 
be had free from Traveletter Corp., 22 
W. Putnam Ave., Greenwich, Conn. 


1 NOMA Conference 
» Held in St. Louis 


RALPH G. SINN 
NOMA President 


HE 35th annual conference of the 

National Office Management Assn. 

attracted some 1,200 registrants in- 
cluding members, guests and wives to 
St. Louis from May 23 to 27. The ex- 
hibition of office equipment held con- 
currently with the conference showed 
the offerings of almost a hundred man- 
ufacturers, many presenting new prod- 
ucts and systems. 


Ralph G. Sinn, director of procedures 
and methods for Detroit Edison Co., is 


Leon C. Megginson (left) about to receive 
the Schulhof Award from T. W. Reinbrecht 


at the NOMA conference, Mr. Megginson's 
winning paper appears on page 55. 


J. C. HODGES 
Ist Vice President 


the newly elected president. J. C. 
Hodges, general secretary, Canadian 
National Railways, Montreal, was elect- 
ed Ist vice president. Other vice presi- 
dents are Floyd Guillot, treasurer, In- 
dustrial Finance & Thrift Corp., New 
Orleans; A. B. Porter, office manager, 
Hood Rubber Co., Watertown, Mass.; 
H. I. Seeley, assistant treasurer, Caro- 
lina Power & Light Co., Raleigh N. ¢ 
NOMA’S 36th conference and exhibi- 
tion are scheduled for Toronto, Can- 
ada, May 22-26, 1955. 


Marks Alexander (left) receiving the Schulhof 

Award from T. W. Reinbrecht, committee 

chairman. Mr. Alexander's paper appeared in 
THE OFFICE Jast month. 
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200 — 
ADDING MACHINE 
ALL-OUT NATIONAL 


AD PROGRAM 
LAUNCHES PACE-SETTER 











standing product backed by an extensive, 
comprehensive advertising and promotion 
program. 





Selling is easier when you can offer an out- LI 
oe 


E 
se 
? 





Just look—right now the Burroughs Director 
“200” is calling on your prospects through 
The Saturday Evening Post, Life, Newsweek, 
Business Week, Fortune, Dun’s Review and 
many other publications. What’s more, such 
valuable sales-building tools as newspaper 
mats, direct mail material, and special dis- 
plays are at your service. LOPS, » 


All this brings customers in. Then let the 
Director ‘200” take over—its flowing lines 
are styled to please the most discriminating BUSINE: 
buyer .. . its ease of operation sets a new 
high in efficiency. ow WEEK 


All-electric, the Director “200” has a special 
feature permitting hand operation at any 
time. This smartest, newest full-keyboard 
adding machine is available in four models 
. . . 8 and 10-column capacities, with or 
without minus total. Burroughs Corporation, 
Detroit 32, Michigan. 












WHEREVER THERE'S BUSINESS THERE'S 








New Chicago head- 
quarters of American 
Photocopy Equip- 
ment Co. Their ultra 
modern, one-story, 
air conditioned 
building has 23,000 
sq. ft. for general 
offices, engineering 
laboratories and 
midwest shipping fa- 
cilities. General of- 
fices (at right) are 
lighted so all areas 
get 100 footcandles. 


Above, left: Office 
of H. G. Miller, vice 
president in charge 
of advertising. 
Above, right: Office 
of L. A. Briggs, vice 
president in charge 
of sales. 


At left: One end of 
the 30’ x 40' office 
of S, G. Rautbord, 
president, which can 
be used as a con- 
ference room for 
over 30 people. It 
has private wash- 
room, enclosed bar 
and television in a 
homelike setting for 
entertaining cus- 
tomers. 
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WAUSAU IMPRESSION PAPERS look good — crisp and 

IMPRESSION PAPERS clean — handle easy on the typewriter or on duplicating 
GENUINELY equipment because they are tub-sized. These especially 
WATERMARKED treated surfaces insure clean, sharp, easy-to-read impres- 
be posed “ sions, lint-free even on long runs. The unsurpassed quality 
Wausau Duplicating of WAUSAU IMPRESSION PAPERS is built-in at the mill 
Wausau Ledger and is your guarantee of maximum machine performance 
NOT WATERMARKED in each of the three major duplicating processes: offset, 


Exact Bond F ASE a8 ° 
oes ral stencil duplicating, spirit of gelatin process. 


ns og WAUSAU IMPRESSION PAPERS come in Bright White 
Wausau , atl Oftset and a full range of colors, and are precision cut to size 
at the mill. Individually packaged in a protective wrapper, 


500 sheets in each package. 


OUR 55th YEAR The complete WAUSAU IMPRESSION PAPER line is 
available through authorized distributors and stationers. 


WAUSAU PAPER MILLS CO. 





Artisans of Fine Papers 





Executive Sales Offices 
111 W. Washington Street, Chicago 2, Illinois 





Mills at BROKAW, WISCONSIN » Member - Wisconsin Paper Group 
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Feature for feature... 
Odknef \S OUT FRONT! 


The lowest-priced 10-key adding machine...gives your customers 
all these advantages: 


1. EASY OPERATION Odhner’s 
keys do double duty—cut waste 
motion—need less finger 

pressure. 


2. NOISELESSNESS 
Odhner’s unique 

rotary drive ends 
vibration and rubber 
cushions deaden sound. 


3. SPEED Odhner is ‘ J 
‘lightning fast’’. Keyboard ~ 5. MODERN DESIGN 


ts bund: Seepto-coach toys Odhner speaks for itself. 


fit fingers. 6. SUPERIOR SERVICE 


Designed in sections for simplest 
4. FULLY ELECTRICAL Odhner maintenance. 10 years of spare parts 


is the first to be electrically in U.S. Dealer mechanics are trained 
engineered throughout. by factory service men. 


A few dealer territories still open to qualified applicants. 


: You can count on 
See your local dealer or write 
Odhner Div., Dept. 0, FACIT, INC. dhAner 
500 Fifth Avenue, New York 36, N. Y. or 


114$ St., San Francisco, Calif. 
ansome an Francisco, Cali Abding thachines 


SOLD AND SERVICED THROUGHOUT THE WORLD 
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(Continued from page 53) 


PAPER TRADE TERMS by William Bond Wheel- 
wright, Millers Falls Paper Co., Millers Falls, 
Mass., 48 pp. Free. 

A glossary of paper trade terms which 
contains a great deal of useful informa- 
tion in a pocket-size booklet. 


PROCEEDINGS OF 1953 CONFERENCES OF LIFE 
OFFICE MANAGEMENT ASSN., New York, 449 
pp., $8. 

The papers presented at last year’s 
annual and special conferences, together 
with the questions and answers which 
followed each talk, comprise the most 
up-to-date text on life insurance office 
management. No doubt office executives 
in other types of business will find some 
material of interest in the many illus- 
trated articles. 


HOW TO DISCOURAGE TOUGH CUSTOMERS. 
Mosler Safe Co., New York, 32 pp., Free. 
Contains 25 tips on handling and pro- 

tecting cash in stores, It suggests ways 

to discourage burglaries and holdups, and 
reduce insurance premiums as much as 

70%. There is a burglary in this coun- 

try every 1.12 minutes and a_ holdup 

every 8.8 minutes. A high percentage of 
these occur in food stores, according to 
this booklet. 


THE ROAD TO SECRETARIAL SUCCESS by Irene 
Place & Madeline S. Strony. McGraw-Hill Book 
Co., New York, 371 pp., $3.95. 


Here is a work that attempts to up- 
grade the secretary in that much of its 
material have been generally considered 
office management problems, The authors 





take for granted that the reader has had 
a basic commercial training and doesn’t 
need chapters on how to hyphenate | 
words, etc. Rather they give her a pie: | 
ture of what she might do, beyond the 
transcription of dictation, to become an | 
assistant to her boss. It is for the woman | 
who wishes to rise above the dictating- | 
typing-pool stage and make office work 
her career. 
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The Fast-Selling 
File-aid Tray 



















Se 


— 



























That... 


®@ Holds and Carries Papers 
for Filing 








® Hooks onto Any File 
Drawer — Either Side 

® Makes for Neater and 
Faster Filing 










® Green or Gray Finish, 
20-gauge Steel Body 


TO THE 
DEALER — 


500 blotters 
bearing your 
imprint... 
FREE with 


every dozen order. 























FILING DESK 





1274 Sengbusch Bidg 
Milwouvkee 3, Wis 








‘For OFFICE, SCHOOL, FACTORY, 


STORE, Etc. 


New combination — 
| STAMP PAD and 
PEN SET ., |M, 


Approved by Bankers 


Executive Model 
Paper Mate Pen 











@ Modern Design 
© Simplifies Housekeeping 
© Saves Time 


Time studies taken by a leading California 
bank chain prove that the new MP Stamp Pad 
and Pen Set greatly increases efficiency of per- 
sonnel working with rubber stamps by com- 
bining stamp, pad and pen in one place. 


Features include: Locked-in stamp 
pad. Sturdy aluminum, gray hammer- 
tone finish. Compact size (8 '3x3'zx 
1%). Completely reversible for 

left- or right-hand use. 


Complete Set, including 
#1 uninked stamp pad and 
Paper Mate Desk Pen 





DEALER INQUIRIES INVITED. 
Investigate the complete 
MP line of bank and office 
appliances. 


aa 


METAL PRODUCTS ENGINEERING, INC. 


4000 Long Beach Ave., Los Angeles 58, Calif. 





Please send complete details on the new Stamp Pad | 


and Pen Set. 
Name 
Address 

City 








Zone___ State e 





Oj 





| Olivetti Opens 


| 
Fifth Ave. Showroom 
LIVETTI’S New York store at 584 
() Fifth Avenue was designed by 
| architects Belgiojoso, Peressutti and 
| Rogers of Milan. A smart display win- 
| dow establishes contact with the passer- 
by, inviting him into the store. He 
enters through an immense door and is 
confronted by a number of marble 
supports on which Olivetti machines 
‘are displayed and may be tried out. 
‘Supports are green Challand marble 
ifrom Piedmont, lighted by hanging 
lamps of multi-colored Murano blown 
| glass. 

The 80 x 27 ft. interior is animated 
by the seulptural sand murals of Cos- 
'tantino Nivola. Part of the room is for 
employees, some working on floor level, 
others on the mezzanine reached by a 
staircase with steps of rose-hued Can- 
doglia marble. A huge curvalinear sales- 
| table in this same marble faces the show 
| window. Beside it there is a large wheel 
around which trays revolve to display 
models of Olivetti typewriters and fig- 
ure-work machines. Marble tables pro- 


At the opening of Olivetti's new Fifth Ave. 
showroom in New York. L. to r., James J. 
O'Brien, Mayor's representative; Dino Olivetti, 
president, Olivetti Corp. of America; W. E, S. 
Griswold Jr., president, Fifth Ave. Assn.; 
Dr. Lorenzo Baracchi Tua di Paullo, Italian 
Consul in Now York. The typewriter is out- 
| doors for public use. 
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YOU TELL US... 
YOU! 


then we'll JéZ/ 


When if comes to 
planning your office, 
you're the one who knows 
who should sit where 

and how the space should 
be divided—but we're 

the ones who can provide 
the easiest, most eco- 
nomical and speediest 
way to get all the separate 
offices you need. 


PARTITION-ettes' 
and OFFICE-ettes* 


are the answer—office walls that are erected in minutes 
without any special labor. . . and with but one tool: a screw- 
driver, plus integrated modular desk units. 





Once your office furniture dealer shows you how easy it is to 
divide office space the OFFICE-ette way, you'll immediately 
start planning for more space divisions, more separate rooms 
—rooms for all those in the office who need them, enclosures 
you've wanted a long time but hesitated to order because of 
high labor costs, painting and plaster mess and other installa- 
tion headaches. 


TT. M. Reg., Pat. Pending. in steel or wood, with or without bandfrost or clear glass. 
*Licensed under DuPont Patent. in steel or wood. 


OFFICE-ette dealers are 


the technique 


trained by Arnot-Jamestown in 
of office space division the Arnot way. Ask 


your office furniture dealer, or write 


tno E ARNOT- JAMESTOWN DIVISION 


AETNA STEEL PRODUCTS CORPORATION 
Jamestown, New York 
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This 
OFFICE-ette 

set up in 
minutes by 

one man — and. 
a screw-driver. 


We don‘t have to tell you 
how important it is not to 
stint on partitioning—because 
of the part that separate en- 
closures can play in improving 
office comfort and efficiency! 
You just tell us what your 
office space division problems 
are and we'll show you how 
to solve them with the most 
ingenious, most versatile, 
best-designed modular office 
partitioning system on the 
market today! 





PRODUCERS OF: The now Arnot 

Partition-ettes ; Arnot Functional Office 

wt Furniture; Hespital ond Laboratory 

f \g Equipment; Under-Counter Bank 

Equipment; Aetna Steel Doors and 

Frames; Kahr Bearings ; Boyle Metal 
Office Partitions (Aetnewall ) 


as 
arteees 
teed 








EAst 
warsco puBicity REP Bes 





Copies in| to 5 Colors 


Low-cost duplicator 
produces them in one. operation 





MAIL COUPON FOR DEMONSTRATION AND/OR INFORMATION 


SAB DICK . 


THE FIRST NAME IN DUPLICATING i = 

A 8 DICK’ A REGISTERED TRADE MARK OF AB DICK COMPAN c 

Pe wee Fs eee es se ee eee Bee eee Se eee See ee . 

A. B. DICK COMPANY 0-754 : 
5700 TOUHY AVENUE, CHICAGO 31, ILLINOIS 


Without obligation: — 
( } Arrange demonstration for new, low-cost duplicator 


I elliichaenacnssipctisichinisaivaitintesintniipeenaeianes aigcncainscneenaeaet AOR aienimcenicienecicieenaicnmmmenetiaet 





ee 
ary. —— i 


Lwweweeaeae eee eases eeeeeeeaae 2 be a ee a a ee mer 





t 
t 
‘ 
- ( } Send information about new, low-cost duplicator 
E 
i 
£ 
| 
| 


# 
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Colorful interior of 
the new showroom 
of Olivetti Corp. of 
America in New 
York. Sand mural 
covers wall at left, 
floor is green Mala- 
chite marble. Rotat- 
ing wheel at right 
displays Olivetti 
machines. 


ject intermittently from the walls for 
the convenience of visitors wishing to 
try machines. 

The store and offices were designed 
and executed under supervision of Dino 


Model E-12 


Send for price list and illus- 
trated brochure showing 
Cramer Economy Series 
Posture Chairs. 
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Olivetti, president, Olivetti Corp. of 
America. An American citizen and grad- 


uate of the Massachusetts Institute of 


@ Tubular Steel Base 


,@ Bonded Foam Lotex Cushioning 


@ Removable Upholstery Covers 


@ Finger-Tip Adjustments for Seat 
Height, Seat Depth and Bock 
Height 


@ Non-Revolving Precision Steel 
Spindle 


@ Semi-Rigid Upright 


@ Quality Upholstery Material 


Technology, 
head of the Italian firm. 


his 


brother, 


Adriano, 


is 





Spirit MASTER UNITS 
or CARBON PAPER 


now IMPRINTED 


with your 
PRIVATE BRAND NAME 


AT NO ADDITIONAL COST 
OTHER THAN ART AND PLATES 


Duplicating carbons should produce the same 
number of sharp, clear copies every time. You 
can depend on the uniform high quality of 
Colonial carbons—because for years Colonial 
has specialized in the manufacture of spirit 
master units, spirit carbons, gelatin carbons 
and related duplicating supplies. Colonial 
carbons give longer runs, clearer copies, and 
above all, uniform results. 


Send us a sample of your imprint—a rough 
sketch will do—for quotations. 


ag 4CARBON COMPANY 
GENERAL OFFICES © SKOKIE, ILL. 
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Training for Filing 


(Continued from page 18) 


filing purposes because we have a cus- 
tomer file under Jones Hardware Co. 
to whom the order was shipped. This 
was a poor job of indexing. Often the 
people who cannot index can do a splen- 
did job of filing, but filing ability alone 
is no good without good indexing. 
Filing’s Siamese Twin is Indexing 
and few people are acquainted with 
him. They think only in terms of put- 
ting away material in dictionary order. 
When the finding gets rugged, the filing 
is blamed when it should be the index- 
ing. Although a letter may be placed 
perfectly in dictionary order, the selec- 
tion of the place to file may not be char- 
acteristic enough to find it. This is 
where your education, background and 
vocabulary come in. If we have only 
a customer file, we do not file by the 
subject of a letter unless that subject is 
a customer. If we have a letter from 
our Los Angeles office, “Subject: Boxes 
by the dozen,” we analyze and discover 
that “Boxes by the Dozen,” is not a cus- 
tomer. So we put it in the Los Angeles 
folder and not under B for Boxes. 
Analyzing where to put material is 


“She knows her ABCs, all right. but every- 
thing after that is miscellaneous!” 
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Pee ae $F oe 


Are you tired of 


Building—through busi ness—for a better 


ROYAL CALL YOUR ROYAL 
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messy typing? 


Get the cleanest, neatest-looking letters you ever 

signed for only a penny a day. Just trade in your 

old typewriters at 5 years instead of 10 for new 
Royal Standards. 





What do new Royal Standards 
give you? They increase typing 
production, turn out letters you’ll 
be proud to sign, and memos and 
reports worthy of your business. 


They’ll help raise office morale, 
too, and provide better employee 
relations — intangibles that are 
hard to define but mighty 
apparent when missing. r 


Besides, Royals are the 


finest, most rugged pre- Wy - 


cision writing machines 
built. They take less time 
out for repairs, too. 

An added point is this: 
Royals are preferred 214 
to 1 in business by people 
who type. So, you’re pro- 
viding your folks with 
the popular typewriter. 

k 


America! Support Junior Achievement 


it’s well worth while to turn in 
your old machines at 5 years in- 
stead of 10. About a penny a day 
per machine is all it costs. 


Ask a Royal Representative 
to demonstrate the new Royal 
Standard and explain the penny- 
a-day story. 





He’s listed in the 


Telephone Directory 


REPRESENTATIVE | Classified 
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new improved PORTABLE 
PAPER GATHERING MACHINE 


saves time and expense 
anywhere...anytime! 








>» Most companies recognize the 
fatigue and confusion created by the 
task of assembling sales bulletins, 
price lists and other types of dupli- 
cated papers into sets. Yet because 
these operations may be “spread 
out” through many different depart- 
ments, it is often difficult to realize 
that they cause hundreds and thou- 
sands of dollars of needless expense. 


With this light weight compact 
Thomas Table-Top Collator, you 
can put 8 extra helping hands to 
work anywhere there is a paper 
assembling job to do. One operator 

. . working easily and comfortably 
gathers completed sets twice as fast 
as by old-fashioned hand assembly 
methods, with verified savings to 
50%. And the Table-Top is accurate 
as well as fast . . . permits a constant 
check on every collated set so that 
blank or misprinted pages don’t slip 
through . . . so simple that anyone 
can operate it. 


For full obligation-free informa- 
tion, write to Dept. B. 


FEATURES 
Light weight and compact—occupies only 
16” x 27” of desk space. 
e*eeeee#ee#se# 
5 and 8-bin models available. 

Tilted bins and patented Ejectomatic feed — 
assure smooth, dependable operation. 
Hand lever can be located right or left— 
for operator's maximum convenience. 

i ss oe we OM Be 
No set up time—always ready for use. 

o e*eee ° . 
1-year guarcntee—maintenance costs 

practically non-existent. 


Permits collating of both 8%” x 11” and 
814" x 14” sheets. 


@eeeeeeeeeneeeeeneteeneeeeeneteeeeeeeneenepeeeeeeeeeeeeeeeeeeeenenees 


;__—- "9 ol la tors 


Specialists in Paper Gathering 
30 Church St., New York 7, N. Y. 


FREE. Write for Collating Demon- 
stration and/or Collating Analysis 
Sheet... shows you how to save 
up to 50%. Also available, free 
bulletins on new Table-Top 
Model, floor models, and high- 
speed Tandem. 


ato. 


135 SALES AND SERVICE OFFICES FROM COAST TO COAST 


84 
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called indexing. 

Note the following subjects which 
might come from a branch office, or 
from a salesman, to the head office: 
speedometer reading, expense report 
pads, automobile expenses, White En- 
gine Co., research data on new gadget, 
monthly sales report, White Book Co., 
Tale of Two Cities, Cats in History, 
Jones & Laughlin Co. The only custom- 
ers are White Engine Co., White Book 
Co. and Jones & Laughlin Co. By eus- 
tomers we mean people doing business 
under a specified name. Customers are 
people who buy the things our company 
makes. 

More and more, college graduates are 
finding a challenge in the filing field. 
Good filing comes from the ability to 
glance at a page and select what we 
need to know without having to read 
every word on the page. It is important 
that those who file, understand what 
they are doing because they are going 
to have to find material for various 
types of people who do not see deeply 


into filing problems. There is: 

The Scatterer who takes material 
from the folder he borrows and gives 
individual letters to each of various 
people, leaving no record of this trans- 
action. 

The One Sided Perfectionist who 
wants everyone else to be perfect and 
calls one mistake, a dozen. 

The Letter Hider who demands a let- 
ter when he has it himself. 

The Guy With a Crisis who thunders 
at you that his time is more valuable 
than yours and you had better find that 
letter, immediately. 

The I Wrote It Guy who hasn’t even 
dictated the letter he wants. 

The Instruction Giver who, out of his 
vast experience on the other side of the 
counter, tells the file department where 
to file material. 

The Absent Minded Individual who 
asks for one thing but wants something 
else. 

The Jittery Soul who rushes off be- 
fore you have a chance to find out 





MULTILITH -DAVIDSON 
Web-Harris, up to 22x34 | 


8-24 hr. New York pick-up delivery 

service; Speedy Nationwide Service. 

® Long Run Plates 

© Superior Halftones, Bendays, 
Spread Positives, Close Color 
Registration 

@ Line Negatives and Flats 

e inks & Supplies 


Platemakers in the U.S 


PLATE-O-LITH CO. 


MU 6-6310 
116 E. 27th St., N.Y.C. 16, N.Y. 





5 / 
Ne py 
One of the Largest Multilith- Davidson 7 a 


Make it a RULE to call PLATE-O-LITH 


 & Valuable Proportional 
Slide Rule For Figuring 
Reductions and Enlarge- 
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Give Thought To 
The Finest 


Visualize a luxurious silver- 
backed carbon paper .. . quite 
eye-appealing, really . and 
then realize what this metallic- 


like finish means in durability! 


(We would be willing to wager 
a box of cigars that your secre- 
tary will enthusiastically en- 
dorse this sheet.) 


But enough of words ... we 
want the adjectives to come 
from you. May we send you a 
few sample sheets? No obliga- 
tion, of course. 


U. S. CARBON & RIBBON MFG. CO. 
| 


ne. 
621-623 CHERRY STREET 
PHILA. 6, PENNA. 


Established 1895 








whether what he wants might not be 
filed some way other than the way he 
asked for it. 

The Person With a Problem who 
doesn’t know exactly what he wants but 
has just picked an idea out of thin air. 
This is the person to whom you can be 
of real value if you know your set-up 
and if both of you are willing to think 
the problem through together. 

Filing is indeed more than putting a 
letter into a folder. If the file clerk 
knows so little about her files that she 
has to let everyone come in and browse, 
she has lost the opportunity to put filing 
on a professional basis. 


Non-Monetary 
Incentives 


(Continued from page 56) 


where they lived. 

Employee publications can enhance 
personal recognition. It gives a person 
pride to see his name or picture in 
print. Service awards are provided for 
the same purpose and are of two types. 
One is based upon meritorious achieve- 
ment; the other upon length of service. 
The former is given as recognition of 
a worker who performs outstanding 
work or gives service above the ordi- 
nary. For instance, Remington-Rand, 
Ine., has a Distinguished Salesman con- 
test as an added incentive to salesmen. 
Union National Life Insurance Co. has 
a President’s Club for salesmen who do 
outstanding work during a given period. 
Great Southern Life Insurance Co. has 
the Great Southerner of the Month, ete. 
This type of reward stimulates produc- 
tion because it appeals to employees’ 
pride and desire for a position of prom- 
inence. 

Probably the most important words 
vou ¢an ever use as office managers are, 
“Will vou please... ?” and “Thank 
you.” 

One of the most effective means of 
increasing productivity by showing per- 
sonal recognition is through merit pro- 
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Even your 
office boy 
can be a 


calculating —. 


champion 


...and he'll be one in 15 minutes if he 
counts on aFacit! 


The Facit calculator is of an entirely new type, versatile in all kinds of 
office work. Thanks to its easy-to-learn 10-key system, anyone can 
operate it in a few minutes. Besides, the Facit is so 

small and light — not much bigger 

than a telephone — that it’s easy 

to bring it with you wherever 

you need it ‘most. 

The Facit is rustproof, 

dustproof and foolproof... 

and you can calculate 

with one hand and write 

with the other 





World's most exported calculator. 


FACIT INC. 


500 Fifth Ave., New York 36, N. Y. ©@ 114 Sansome St., San Francisco 4, Calif. 
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Comparative tests prove: 
Copease:’ 


PHOTOCOPIER 


makes clearer copies quicker, easier 
than any other machine of any make! 


COPEASE DUPLEX PHOTOCOPIER — the machine that started the revolution in office copying 
— is still way out in front of the field! Comparative tests clearly prove the superior speed, 
ease of operation and results of Copease. On the basis of these tests, COPEASE invites 
comparison on these three vital points: 
1. COPEASE DUPLEX works fast. Makes DRY, sharp non-curling photocopies in 
seconds on all types of stock up to 14” wide. 
2. COPEASE DUPLEX is easy to use. No special skill needed. One compact, easily- 
portable machine does the entire copying job. 
3. COPEASE DUPLEX does a better job. Exposes, develops and prints in jet black 
on snow white background from any type of copy, colored or black-and-white. 
Works perfectly even adjacent to fluorescent light or in subdued daylight. 
Call for a revealing demonstration or write for details of COPEASE DUPLEX PHOTOCOPIER, 
known abroad as Develop Combi. *Trademark 


COPEASE COMPANY 270 Park Avenue, New York 17, N. Y. © Telephone: PLaza 3-0692 


ct gee 





motions. When advancements in posi- 
tion are based on the employee’s train- 
ing, experience, skill and ability to get 
along with his fellow workers (as in- 
dicated by performance efficiency), 
there is an inducement for him to con- 
tinue improving himself. This policy 
serves as an incentive not only by re- 
warding initiative and efficiency with 
extra financial return, but through ad- 
ditional prestige, authority and the 
symbol of progressing or “getting 
ahead.” Closely related to this incen- 
tive, in nature and relative inducement 
value, is using merit as a primary basis 
for granting wage increases. « 

A business organization is, in reality, 
a form of social system. The worker 
spends half his waking hours at his 
place of employment during the work 
week. Within any business organization 
there are two types of organizations: 
formal organization as shown by the 
tables of organization, and infermal 
group relationship between workers in 


the office. Most individuals are bipolar 
in nature. They desire to be treated as 
individuals while, at the same time, be- 
ing compelled by nature to join and be- 
long to the group and to be accepted by 
the group. However, there lies within 
everyone the desire to have his own way 
and sometimes this desire is so strong 
that it leads to conflict between those 
who are cooperating. This facet of 
human nature causes one of manage- 
ment’s most important problems, seeing 
that individuals are treated as such and, 
at the same time, cooperating to achieve 
the objectives of the organization. 

The feeling of group spirit can be 
generated in many ways. One that is 
used successfully is through social and 
recreational activities. Through the use 
of various sports, parties, picnics and 
outings, many companies attempt to 
generate the group spirit. A good il- 
lustration is furnished by the A. H. 
Robins Co., a pharmaceutical manufac- 
turer in Richmond, Va. Each year the 





THE EASY way 


TO DESTROY 


i 


OLD PAPERS _ | 


The new "Silver Executive” Paper Shredder destroys confi- 
dential papers, obsolete records completely . . . quickly! 
Machine is typewriter-size, neat, compact and portable— 
safe and easy to operate. Shreds paper into 1/4” strips... 
makes wonderful packing material. 


Write today for complete details and 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


103 MILL STREET 
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messy hands 


. yes, even white gloves remain 
clean when you operate the rev- 
REX-ROTARY D-270 
. you have no physical con- 
tact with ink . . . just insert a 
new sealed cartridge when a bell 
signals that there is no ink left 
. and that's all. 


olutionary 


yes, there is a miracle-dial 


on this wonder-machine, it lets 
you “DIAL YOUR INKING" for 
dark, light copy as 
you desire , . . simply set it and 
forget it... all copies will have 
printing press accuracy in reg- 
istration... 


WITH A REX-ROTARY 
D-270 DUPLICATOR 


medium or 


19 West 3ist Street 
New York |, N. Y. 
Tel.: Wisconsin 7-4927 


ASK FOR FULL INFORMATION TO-DAY. 





president of the company invites all 
employees to be his guests on a three- 
day excursion to New York. Every- 
thing is “on the house” and is conducive 
to a feeling of comradeship. 

Another way is through holding peri- 
odic group meetings. If workers are 
given a chance to voice their opinions— 
and if these opinions are seriously con- 
sidered—esprit de corps should result. 
Company publications can be used as a 
unifying influence by showing the re- 
lationship of the individual to the over- 
all group. 

Service . awards, particularly those 
based upon length of service, help gen- 
erate a group spirit. One takes pride 
in belonging to a group he is proud of. 
Another device frequently used by large 
decentralized organizations is to permit 
employees to tour the facilities of the 
plant to see the interrelationship of their 
job and the other jobs. This practice 
is particularly beneficial to office work- 
ers who often never see the factory and 
the parts that they are writing about 
Johnson & Johnson has as its central 
philosophy the decentralization of its 
organizatiOn into units small enough so 
that the members of the organization 
can know one another. 


One of the greatest desires of man- 
kind is to please someone by being of 
service to him. Work itself has a re- 
warding effect. All of us want to feel 
important, to feel needed and wanted. 
This common yearning permeates all 
levels of business organization. If man- 
agement can make employees _ feel 
needed and important, feel wanted by 
those in a position of authority, feel 
proud of themselves and their jobs, then 
employees will try their best to be ef- 
fective employees. 

Watch people on their jobs. Perhaps 
they have some unusual skill or apti- 
tude; particular alertness or concentra- 
tion; a good eye or a steady hand; 
promptness or regularity of attendance; 
neatness and exactitude; or some other 
characteristic that causes them to do a 
particularly good job. Notice these lit- 
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PRE-TESTED BUSINESS PAPERS 


There’s a Nekoosa Business Paper—in a wide variety of colors, weights 


and finishes—for every office and almost every office need. If you are not 


familiar with-all of the Nekoosa Papers, it will pay you to look at them—yjust 
as it will always pay you to look for the famous Nekoosa watermark 


Your printer or Nekoosa paper merchant will gladly show you sample: 


gon? 


NEKOOSA-EDWARDS PAPER COMPANY PORT EDWARDS, WISCONSIN 
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SAVE MONEY 
TIME and LABOR 


with 
NEW ELECTRONIC HOT WAX PROCESS 


SPOT CARBONIZING 


OF YOUR OFFICE & BUSINESS 


SPOT CARB is applied directly 
to back of each sheet in any size 
or shape. Clean, non-smudge. 
Eliminates necessity of carbon 
interleaving. Possibilities of sim- 
plification and savings are prac- 
tically unlimited. Perfect for all 
forms — from small receipts to 
large accounting forms — single 
or multiple sets. Our complete 
plant handles printing, spot car- 
bonizing, binding. Contact us di- 
rect for details, or call your regular 
supplier. Ask for free SPOT CARB 


samples and booklet SPOT 
“How to save with SPOT Fp) 


56 LAFAYETTE STREET, NEW YORK 13, N.Y. 


Send samples of SPOT CARB forms and 
free booklet “How to save with SPOT 
CARB" 


ADDRESS 
SIGNED 








tle things and tell the workers about 
them. Compliment them on the work 
they are doing. Thank them for their 
assistance. 

Helping people find things to be 
proud of in their work is the best way 
to turn disgruntled, dispirited people 
into willing, capable workers. Dr. Rob- 
ert Brecht tells the story of the airplane 
manufacturer whose employees’ morale 
was at low ebb. The plant manager de- 
cided that, on the day the first plane 
turned out by the plant was to be test 
flown, all the workers were to assemble 
and see it fly. This let the workers see 
the service aspect of their work. In an- 
other instance, a manufacturer of air- 
plane parts had a combat B-17 and its 
crew visit the plant and explain to em- 
ployees the role of the parts they were 
manufacturing. 

Closely related to the service aspect 
of motivation is the urge for creative 
workmanship. An employee will have 
more enthusiasm and initiative when he 
feels the work he is performing has 
usefulness and purpose. Management 
can encourage this desire for creative- 
ness by diversifying employee activ- 
ities, but will thereby lose some of the 
benefits of specialization. Other meth- 
ods that have been used to stimulate this 
desire for creativeness are: rotating 
employees on different jobs, allowing 
the employees to have more discretion 
in the method of operation, contests, 
featuring employees in advertisements, 
and utilizing suggestion systems. 

One office found that production in- 
creased when management instituted a 
contest among the girls to increase their 
individual output. Each day the girl 
having the highest production record 
was given a bouquet of roses. Not only 
the intrinsic value of the roses but also 
the fact that the girl was excelling led 
the employees to increase their output 
and efficiency. 

So, for a business organization to be 
most successful, management must ob- 
tain the cooperation of the individual 
employees through the judicious use 
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“The phone that 


It’s a remarkable new kind of phone 
the Dictaphone TELECORD phone. 
It doesn’t ring because it’s a dictat- 
ing instrument! It connects to a net- 
work system leading to a TIME- 
MASTER, the world’s finest dictating 


DICTAPHONE” CORPORATION 


DICTATION HEADQUARTERS, U.S.A. 
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never rings’... 


machine. Dictation by TELECORD can 
be as simple and convenient as ringing 
up a friend on the telephone. 

Now everybody in an organization 
can have the benefits of electronic 
dictation for just a few cents a day. 

And any number of dictators can 
be added to a TELECORD network 
without basically altering the installa- 
tion, owing to its economical “*build- 
ing block” simplicity. 

May we send you details showing 
how you may cut dictation costs in 
half with TELECORD installations? 


Fle lintel eloeeeedlloeealiceeeedaemeetaentinmmediomentionmetimmntnmmatiamentiametiamenaan 


Dictaphone Corporation, Dept. 1-74 
420 Lexington Ave., N. Y. 17, N. Y. 


Please send me free descriptive literature on 


PELECORD 





and application of incentives to the 
motivations of men. Material and non- 
material incentives can be used. Up to 
the subsistence level (which differs with 
individuals), the material incentives are 
adequate for stimulating employees. 
Beyond that, their value decreases, as 
Henry Thoreau says in his essay, Wal- 
den, “Superfluous wealth can buy su- 
perfluities only. Money is not required 
to buy one necessity of the soul.” 

Doubtless the most effective incen- 
tives that can be used are the non-ma- 
terial incentives which, in essence, de- 
velop pride and hope in an employee; 
pride in his past achievements and hope 
for future accomplishments. Without 
these two essentials, an employee will 
deteriorate and become stagnant. This 
idea was very succinctly stated by Rob- 
ert Frost in The Death of the Hired 
Man, when he said of Silas that he had 
“nothing to look backward. to with 
pride, and nothing to look forward to 
with hope.” Can your workers say 
this? 


Regardless of the incentive used, it 
must appeal to the motive which is most 
prominent in the particular group in- 
volved. If the incentive appeals to a 
number of different motives, the results 
are likely to be more effective than if 
the appeal is to only one motive. In a 
given instance, the selected incentive 
may prove inadequate to achieve the 
desired results. If so, management can 
either try to change the employee’s esti- 
mate of its value or use another incen- 
tive. 

Regardless of the specific incentives 
used, to be most effective they should be 
integrated with all other employment 
elements. They should be superim- 
posed upon a wage base that is com- 
parable to that of surrounding firms; 
be based upon adequate work stand- 
ards; be understood, approved and ad- 
ministered by the one most responsible 
for increasing production—the line 
supervisor; and they should be _ inte- 
grated into the very core of the philos- 
ophy of top management. 
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“The Products of Craftsmen”’ 








242 ST—42"" x 32"' 
For detailed description of 
this and other desks, gen- in 


uine leather chairs and suites in the 
WORDEN LINE—vwrite for our com- 


The Worden Company 
P.O. Box 805 a 
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SECRA-TYPE FEATURES MAKING 
FOR EFFICIENCY AND FATIGUE 
REDUCTION 


The stationery compartment is an 
integral part of the Mechanism and 
is automatically controlled when 
typewriter is placed in position of 
Storage or in use. Stationery is 
always at operator’s finger tips, 
without changing from the writing 
position. 

The new Seng Mechanism now used 
on all Secra-Type desks has been 
greatly simplified. Its ball bearing 
operation requires a minimum of 
effort in either raising or lowering. 
Just the desk for small spaces 
Really a combination of a flat top 
desk and a typewriter desk all in one. 
Positive action, no vibration, full 
top working surface. The last word 
convenience, economy, labor 
saving and fatigue reduction. 


—PROMPT DELIVERY— 








Holland, Michigan 
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If you want to improve your catalogs, 
presentations, reports, manuals. . . 


You'll want this FREE BOOKLET 


More Sales 
at less cost! 


Learn how you can definitely 
improve the effectiveness of all 
your typewritten, printed, du- 
plicated or photographed mate- 
rial. Richly illustrated in fuli 
color, this just-off-the- press 
folder shows eye-catching, dis- 
tinctive examples of Cerlox 
plastic binding and GBC Cov- 
ers. Get your free copy. No 
obligation. 

GENERAL BINDING CORPORATION 

Dept. O-7, 812 W. Belmont Ave., 
Chicago 14, Ill. 
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BINDING SYSTEMS | 
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GENERAL BINDING CORPORATION 

Dept. O-7, 812 W. Belmont Ave., Chicago 14, Ill. 
Please rush my copy . . . without obligation . 
of your new illustrated booklet. 
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Wilhelm Brok, general sales director, Olympia- 

Werke West, and Dr. Erhard watch dcemon- 

stration of Olympia's standard SGI typewriter. 

Olympia has produced over a_ half-million 
portables since 1949. 


The Hannover Fair 


Probably the biggest exhibition of office 
equipment anywhere took place at Germany's 
Hannover Fair, April 25-May 4. In addition 
to almost all West German manufacturers, 
the more than 325 exhibits included equip- 
ment from the U. S., Sweden, Italy, England, 
Switzerland, Denmark, Norway and France. 
Visitors came from every continent and the 
fair will be repeated next spring. 


Stand of Torpedo-Werke, manufacturers of 
typewriters and bookkeeping machines. 


Dr. Ludwig Erhard, German Minister of 

Economy, with H. J. Runte, president of the 

German office equipment manufacturers’ as- 
sociation and director of Brunsviga. 


Paul A. Glatz, president, Rotaprint A.G.; Dr. 
Arthur Beuchel, director, German office ma- 
chine manufacturers’ association; Dr. Erhard. 


Uy 


Brunsviga Maschinenwerke's booth, showing 
calculators and adding machines. 











ee 





Hannover Fair exhibit of Adrema-Werke, manufacturers of addressing systems. 


nae, 





Above: Booth of Kienzle Apparate GmbH, manufacturers of adding and bookkeeping machines 
Hannover Fair exhibits covered some 225,000 sq. ft. 


Below: Stand of Adlerwerke, typewriter and bookkeeping machine manufacturers. Adler 
introduced its electric typewriter at the Hannover Fair. 








packaged arithmetic 





Olivetti offers a proved way to increased 
figure-work efficiency: “‘packaged arithme- 
tic,” provided by the Olivetti Fully Auto- 
matic Printing Calculator. Hand this all- 
purpose machine any problem in business 
arithmetic. It gives back to you all the 
details of the problem, plus the answer, 
neatly “packaged” on a printed tape. 

The only fully automatic printing calcu- 
lator, made by Europe’s largest manufac- 
turer of office machines, it automatically 
multiplies and divides, and is also a com- 
plete 10-key adding machine with direct 
subtraction. Versatility, speed and depend- 
ability make “packaged arithmetic’’ ideally 
suited to many business operations. More 
than 10,000 U. S. firms today use Olivetti 
Fully Automatic Printing Calculators, sold 
and serviced by over 400 dealers. For in- 
formation, write Dept.BN, Olivetti Corpo- 
ration of America, 580 Fifth Avenue, New 


York 36, N. Y. 





olivetti 
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this is the famous 


Y f 
Standard 


CU nl oa 
Kluid Duplicator g 


on 


Posture Cabinet 
Model 
C9OEA-P 


Nite -S Zell tel el i= 
with 
De Luxe Ream Feeder 


ale) (ok Wo lOlOMN i I-1-1i- Mo) Me axe] of 14 


If your duplicator is to be operated almost constantly 
throughout the business day, if you use it, for example, in 
order and invoice work, here is the obvious solution to 
eliminate operator fatigue and thus maintain peak efficiency 
. .. the Standard Coronet Posture Model. 


This machine has every Coronet feature: both hand and pedal 
controls; all other controls at finger tip; face-up copy delivery; 
automatic reset copy counter; micromatic setting for changing regis- 
tration; electric operation; work always within comfortable reach; 
plus the added advantage of two cabinet shelves for extra work area. 


Standard Duplicating Machines Corp., Everett, Mass. 





COLE'S new 


SECRET VAULT 








Top index drawer can also 
be used for cancelled checks. 

















TUAL SIZE LOCK 


SAVES TIME... All your records at your finger tips 


mama 


SAVES MONEY... Prevents pilfering of supplies and tools 





REALLY PRIVATE...Concealed vault safeguards your valuables 


The “MERCHANTS” File 


A heavy gauge steel cabinet containing two 
ball-bearing letter files, index drawer for 
3x5 or 4x6 cards (3200 cap.); 2 adjustable 











compartments under lock and key; steel 








safety vault with large vault size dial lock 
(only YOU know the combination). 


32” high, 30’2" wide, 17” deep. Olive 
green or Cole gray, baked enamel finish. 


low? 


With plunger lock which automatically 
locks all drawers. No. 1370PL. .$57.45 


ize of loc 
att) oaheuen-s 


. be co 
~~ £0 


The “DIRECTOR” File 


Similar to No. 1370 ex- 
cept instead of the card 
drawer a third letter size 
filing drawer has been 
added. 3712" high. 


No. 1473 ............ 
The above with plunger 


lock that automatically 
locks all drawers. No. 
VAZBPL ...cececesesees- $61.45 


Grained walnut, mahogany or knotty pine finish $12.50 additional. 


Prices slightly higher in Texas, Colorado and West of the Rockies. 


CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS ARE AVAILABLE ON REQUEST. 


SEND FOR COLE'S LATEST CATALOG 






NOTICE! 


k shown above 





DUPLICATING PROCESS 

A. B. Dick Co., Dept. 0-754, 5700 Touhy 
Ave., Chicago 31, Ill, announces the 
Azograph short-run duplicating process 
for producing 50 or less copies. Sup- 
plies used will not stain. An Azograph 
master sheet is placed on top of a 
coated transfer sheet for typing. Pres- 
sure of type (or pencil) blends the 
chemically separated color compounds to 
produce a duplicating master which is 
used with Azograpb fluid to reproduce 
copies 
paper. 
one can 


in deep blue on the impression 
Because of its any- 
make which ean be 
handled and worked on by many persons 
without soiling. Mistakes are erased 
with an ordinary rubber eraser as easily 
as erasing a pencil mark. A. B. Dick 
is making an electric and a manual Azo- 
graph duplicator, either of which can be 
used for spirit duplicating. Azograph 


cleanliness, 
masters 


fluid also can be used for spirit dupli- 


eating. Illustrated literature describing 
process and duplicators, with a sample of 
the process, is free from above address. 


TRANSLUCENT STOCK FORMS 


National Blank Book Co., Holyoke, 
Mass., makes eight stock forms for use 
with diazo direct process machines like 
Ozalid and Bruning. In 8%” x 11” size 


there is an order and invoice form, 
inter-office memo, forms layout sheet for 
either pica or elite typing, and an 8 x 8- 


to-the-inch quadrille. In 11” x 8%” 
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size there is an inventory form, compara- 
tive sales record and outline map of the 
U.S. Forms are printed in non-reproduce- 
ing blue on high quality translucent 
paper which takes pen, pencil or type- 
writer. In 50-sheet pads listing at $1.10 
per pad, $10 for ten pads. A sample 
folder of all the forms is free from above 
address. 


ELECTRONIC DATA PROCESSOR 

International Business Machines Corp., 
OF-2, 590 Madison Ave., New York 22, 
N. Y., makes the 702 electronic data pro- 
cessing machine for problems in arith- 
metie and logic, and capable of ten mil- 
lion operations an hour. Its large capacity 
magnetic tape reels feed data to it and 
writes answers at the rate of 15,000 
letters or numbers a second. Punched 
card readers, punches and line printers 
also are provided. The actual writing of 
instructions for the machine’s stored 
program is said not to be difficult but 
it could take months or years to analyze 
office operations which is a necessary 
preliminary because of the variety of 
input and output data and the many ex- 
ceptions to the rul 3 for handling them. 
IBM 702 machines are offered for rent. 
A typical installation costs about $25, 
000 a month including service and re- 
placement parts. Delivery early next 
year. 
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ADDING MACHINE 


Regna Cash Registers, Ine., 175 Fifth 
Ave., New York 10, N. Y., announces 
the new low-cost Regna Adding Machine 
with automatic safety keyboard to sub- 
tract, multiply, sub-total and total. Cor- 
rection key clears entire keyboard. Long- 
life handle eliminates fatigue. Keys are 
easy to read and easy on the fingers. 


Printing type is larger and bolder. A 
self-adjusting paper feed realigns the 
tape if it should be pulled out of line. 
Machine’s exterior has flowing contours 
in its low, space-saving design and its 
compact mechanism is foolproof under 
rugged operating conditions. Counting 
wheels and type are made by Swiss pre- 





cision watchmakers and other parts are 
made in Norway of highest quality Swe- 
dish steel. Dealers interested in exclu- 
sive representation in their districts 
should write above address for more 
information. 


TELEPHONE AMPLIFIER 
Almy-Hayden-Maxwell Co., 58 Wash- 
ington St., Marblehead, Mass., makes 
the Convers-a-phone which amplifies tele- 
phone conversations so that the ordinary 
phone can be used like an intercom. The 








device plugs into an AC outlet and when 
the phone handset is placed on it the 
can conduct a telephone conversa- 
from up to 15 ft. away withcut 
touching the phone. The Convers-a- 
phone is 5%” high and 114%” long, 
finished in wrinkle gray at $64.50. Litera- 
ture from above address. 


user 
tion 


TYPEWRITER KEYTOPS 
Pearl Engraving Corp., 36-40 West 29 
St., New York 1, N. Y., makes modern 


plastic keytops which convert old type- 
writers into new-looking machines. Their 
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keytops modernize Royal KH, KHM, 
KMM and KMG models. Bell bottom 
keytops fit standard and portable Under- 
woods. Other styles modernize Reming- 
ton J17 KMC and noiseless machines as 
well as older Royals, Remingtons, 
Smith-Coronas and Woodstocks. This 
firm also makes keytops for IBM elec- 
tric typewriters, Graphotypes, cash 
registers, adding machines, etc. They can 
engrave dealer’s name, address, tele- 
phone number or other promotional ma- 
terial on shift keys. An _ illustrated 
booklet with prices and informative data 
on installing keytops is free to dealers 
who write above address. 


HECTOGRAPH MASTER SET 


Kleenie Master Co., 79 Madison Ave., 
New York 16, N. Y., offers Kleenie 
hectograph master units with the master 
paper fastened to the carbon backing 
sheet at top and the carbon centered on 
the backing sheet with %4” margin at 


the sides and 1%” margin top and bot- 
tom. This prevents the carbon dye from 
staining hands, clothing or equipment. 
Conventional 814” x 11” units have 8” x 
10” printing area (8%” x 14” legal size 
has 8” x 13” duplicating area) with 
guide lines on top sheet to aid typist in 
positioning copy. Kleenie master units 
ean be had top-printed or die-impressed 
with any desired forms. Free samples 
and further information from above 
address. 
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MOTORIZED FILE 


Diebold, Inc., Canton 2, Ohio, makes 
the motorized Super Elevator File with 
which any desired tray is brought to 
working position in three seconds by 
pushing a button. Tray stops in position 
automatically even though button is not 
released. Trays take all popular record 
ecard sizes and all records come within 
easy reach of seated or standing operator 


with ample light on guides. Lightweight 
trays can be lifted and rearranged as 
desired. Different size card trays can 
be used in the same unit. Multiple short 
trays provide greater record breakdowns 
and quick spread-finding and filing with- 
out using place markers. File operates 
on 110 v. AC and can be operated manu- 
ally. Automatic safety device protects 
operator. Steel cabinet, in gray, fine 
wrinkle enamel, has roll-top locking 
cover. Catalog from above address. 


PERFORATED-TAPE WINDER 


Cycle Equipment Co., 461 Market St., 
San Francisco 5, Calif., makes the Model 
TE Tape Winder which automatically 
winds tape on a reel as it is fed from 
any machine. Large or small removable 
reels have capacities of from 250 to 
1000 ft. of paper tape. Small core reels 
are used for storing tapes and large core 
reels for tapes to be processed on another 
machine. The Tape Minder will receive 
tape from above or below, from right or 
left side, and coil it clockwise or counter 
clockwise. It provides constant, gentle 
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tension and automatic intermittent wind- 
ing. Tape can be unwound manually. 
Weighs about 5% lIbs., its heavy duty 
synchronous 110 v. AC motor has a 
manual switch and an automatic switch 


Gh 


which allows motor to run when 
tape is being fed, A clutch allows in- 
specting perforated tape or reading Tele 
type tape. Keeps tape clean to reduce 
servicing troubles when tape is rerun. 


only 


ELECTRONIC TYPEWRITER 


Shepard Laboratories, Summit, N. J., 
makes the Typer, for typing data pro- 
duced by electronic processing machines 


at 1800 characters a second. It has 120 
sets of type characters mounted on metal 
rings, each holding 55 characters and 
riding on a shaft at 1200 revolutions a 
minute. Electronically triggered ham- 
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mers strike against a continuously mov- 
ing paper tape, forcing it against a 
broad inked ribbon which is pressed 
against the type ring to write 120-char- 
acter lines at 15 lines a second. The 
Typer is actuated by electrical pulses 
and also can convert material on mag- 
netic or perforated tape into typed copy 
for accounting and statistical work, in- 
ventory control, addressing, ete. 


MULTIPLYING PUNCH 


Samas Div., Underwood Corp., 1 Park 
Ave., New York 16, N. Y., announces 
the Emp high speed electronic multi- 
plying punch which processes information 
at a sustained rate of 7,200 40-column 
cards per hour despite the complexity 
of any calculation and, at the same time, 


checks its own work without loss of 
speed. Basic information punched into 
the cards is fed into the multiplier which 
calculates the date and punches results 
into the same or other cards. It will 
multiply any two factors either from 
cards in process or from preceding cards 
and will also add and subtract infor- 
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mation, recording totals on subsequent 
cards. By keeping a check of its results, 
Emp eliminates the need for verification. 
Among its many applications are payroll 
preparation, labor distribution and ac- 
counting, sales, billing and production 
control. Machine can be operated by 
ordinary office personnel. 


PHOTOCOPIER 

Hunter Photo Copyist, Inc., 507 Spen- 
cer St., Syracuse 4, N.Y., makes the Hec- 
cokwik, a self-contained unit which pro- 
duces photocopies of any written, typed, 
printed or drawn material up to 12” wide 
and any length in less than 45 seconds. 
Material to be copied is inserted with 
sheet of negative paper and exposed 
negative emerges in a few seconds. 
Negative is fed with a positive sheet and 


aOR 


in another few seconds the finished print 


is ready. 
room 


No trays of liquids or dark- 
are needed. The compact Hecco 
kwik is 254” x 8” x 10” for use on any 
desk or table. It saves up to 80% com- 
pared with sending out for prints and 
it also saves re-typing and proofreading. 
Prints are legally acceptable and, be- 
cause of machine’s accuracy, printers 
and artists can use it for registering 
color separations. Free sample portfolio 
from 


above address. 
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TABULATING CARD FILES 
record Files, Ine., Box 581, Wooster, 
Ohio, makes Nylo-Glide DeLuxe Tabu- 
lating Card Files for aetive records. Two 
drawer units can be built up to any de 
sired capacity. Each drawer holds 
3000 cards and has positive lock com- 


Drawers glide on Nylon bear- 
Five 2-drawer 


pressor. 
ings for easy operation. 
units (illustrated) on 8”-leg base 
measure 33” high and 16 15/16” 
overall. Complete information 
above address, 


FLUORESCENT FIXTURE 
Edwin F. Guth Co., 2615 Washington 


Ave., St. Louis 3, Mo., makes the 2-in-1 
Grate Lite cove and bracket fixture for 


wide 
from 


use as an indirect cove or direct down- 
light. As a cove light, it beams 80% 
of the light directly upward and outward, 
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and 20% downward to brighten side- 
walls. As a downlight, 80% is direeted 
downward and outward. The Guth Grate 
Lite louver-diffuser shields the eye from 
direct light in the 45° x 90° zones. Al 
lowance for air movement keeps shield 
eleaner and lamps cooler. Grate Lite 
can be dunked in detergent-water and 
shaken dry. For two 20 w. or two 40 w. 
fluorescent lamps. Literature from above 


addresa. 


CALCULATOR 
Facit, Ine., 500 Fifth Ave., New York 
10-key Facit 
hand-op 


36, N. Y., announced the 
NTK 
erated machine 
113%” wide, 744” deep and weighing 12 
Ibs. It comes in a handy, simulated 
leather carrying case and multi- 
plication, division, addition and _ sub- 
traction. Its operation is quiet and it 


Caleulator, a compact 


” 


high, 


measuring 5% 


does 


is made by Atvidabergs Industries, Swe 
den, of finest Swedish steel, dustproof 
and rustproof for use in all 
Efficient servicing and 10 years of spare 
parts are maintained in America. Ma- 
chine’s damage-proof surface is of a 
restful green tone designed to eliminate 
glare. Priced at $199.50. Literature from 
above address. 


climates. 





MICROFILM CAMERA-READER 


Burroughs Corp., Detroit 32, Mich., 
offers the Bell & Howell Micro-Twin, a 
low-cost microfilm camera and reader. 
It will photograph both sides of docu- 
ments from those smaller than bank 
checks up to sheets 11” wide and any 
length. Intermixed sheets of different 
sizes are recorded as fast as they can 
be fed. Machine is 1344” high, 23” deep 
and 32” wide; can be carried by two 
persons. Reading screen is 8” x 11”. Fac- 
simile copies of microfilmed documents 
can be produced without a darkroom in 
five minutes. Camera loads 100-ft. film 
roll as easily as loading a box camera. 


Film indexing meter allows up to 999 
indexed locations on a 100-ft. roll which 
is the size of a pack of cigarettes but 


will record the average contents of a 
4-drawer file cabinet. The Micro-Twin 
has automatic visible and audible safe- 
guards against recording with improperly 
loaded film, wrong lens position or when 
a lamp is burned out. Indicator shows 
how much film has been exposed. Lock 
prevents tampering or accidental - film 
exposure. Adjustable Acro-Feeder stops 
feeding when documents overlap or are 
too thick for setting unless immobiliz- 
ing switch is thrown. Leading edge of 
a sheet turns on lights to expose film 
and lights go out as trailing edge of 
sheet passes from photo area. The Micro- 
Twin is $1575. 
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PAPER SHREDDER 


L. R. Wallace & Co., 191 N. Pasadena 
Ave., Pasadena 3, Calif., announces a 
compact, desk paper shredder for safely 


disposing of legal and _ confidential 
papers. It is finished in choice of brown, 
gray or black. Complete information 
from above address. 


RUBBER FINGERTIP 


Spencer Rubber Products Co., Man- 
chester, Conn., makes Cool-Cot rubber 
fingertips which have an open back to 
eliminate perspiring. Multi-suction grip 


facilitates positive paper handling. Cool- 
cots are made in rainbow pattern colors 
(and standard brick and amber shades) 
for increased point-of-sales appeal, three 
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The BDC stencil is not just another 
stencil. Two radical improvements 
result in a genuine advance in stencil 
design. 


(1) The BDC stencil has the carbon 
cushion sheet factory-attached. You 
need never save a used carbon or 
insert it in the stencil. The BDC sten- 
cil is ready to type as soon as it’s 
removed from the box. 


(2) The exclusive new color, Soft- 
Green, was laboratory proved to re- 


duce eye fatigue and decrease errors. 
Copy is black on the Soft-Green back- 
ground for proofreading as effortless 
as reading a typed letter. 


Remember too, the new BDC coat- 
ing never clogs the typewriter and 
produces the sharpest impressions 
with all makes of mimeograph 
machines. 


For samples and complete infor- 
mation write Bohn Duplicator Corp., 
444 Fourth Ave., New York 16, N.Y. 
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card and in boxes for 
retail at 25e. Made in 
11, 11%, 12, 13 and 14. 


on a display 
larger orders; 


five sizes: 


DISPLAY TYPE FOR OFFSET 

Davidson Corp., 29 ~Ryerson  St., 
Brooklyn 5, N. Y., makes the Reditype 
photo-composing system for quickly com- 
posing type on paper and film negatives 
and dark- 
room. Plastic characters are hand set on 
then 


positives without camera o1 


an aligning, layout board and 


transferred to the printing frame to pro- 
duce low-cost, disposable Reditext nega 
tives or direct positives 
tact negatives or positives and contact 
direct positives. Now available in Spar 
tan Medium 36, 72 and 144-pt. type with 
other faces and sizes to come. An illus- 
trated booklet, ‘‘Reditype—How to Use 
It,’’ is free from above address. 


or Rediflex con- 


BOOKLET SADDLE-STAPLER 

Bostitch, 1019 Mechanic St., Waverly, 
R.L, makes the BSS saddle stapler com- 
prising the operating mechanism of their 
B8 stapler mounted on a specially-formed 
saddle base with the clincher at the peak 
of the saddle. The rear of the base is 
curved so that wide pages will roll up 
and permit stapling pages up to 12” in 
width. It loads easily with a strip of 
preformed staples with 4” legs and 
staples booklets, dummies, folders, pro- 
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grams, ete., of from 8 to 128 pages of 
stock. Attractively 
black enamel and chromium 
The 
of the base has a rubber foot to 
protect desk-top and keep machine from 
sliding. Churches, clubs, schools, letter- 


medium 

finished in 
for eye appeal as well as utility. 
front 


weight 


shops and others will find it useful for 
binding duplicated booklets. Printers 
can use it to make dummies without 
interfering with work of their stitching 
equipment. Retails at $12.95, slightly 
higher in west and Canada. 


PERSONALIZED DIRECT MAIL 

Mailograph Co., 138 N. 12th St., Phila- 
delphia, Pa., produces personalized mail- 
ing pieces in which 


each addressee’s 


Re 


__ De SPECTATOR 


name is printed in a choice of many type 
styles. The operation is done on a ma- 
chine developed by this firm so that the 
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A Message To Users of One-Time Carbon Forms: 





Our Best Salesman Is Your Wastebasket! 


If you're using one-time carbon paper with continuous 
forms—take a look at the wastebasket next time you go past 
your formswriter's desk. 






















The carbon paper that you see in it has been used just once 
—a terrific expense! For example: one of our customers was 
using a 7-part, 8% x 11 one-time carbon form . . . 145,000 
‘ of them every year. 
His average cost for the one-time carbon paper in just 1,000 
of those forms was....... roe Peas .... $17.64 
When he switched to Repeat-O-Pak floating carbon paper 
(the kind you automatically use over and over again) his 
cost of carbon paper nose-dived to. paneer $ 1.70 


Fen ~ eens 


His carbon paper savings on 1,000 forms. ..$15.94 


Multiply that by 145,000 forms used each year and you'll 
see that he is now saving about $2,311 every year! 


See for yourself what Repeat-O-Pak floating reusable carbon paper 
can do for you. Send a sample of your form, the approximate yearly 
quantity, and the name of your forms-writing equipment. The facts 
may save you plenty! No obligation in any way. 


Repeat Upa 


STANDARD MANIFOLD COMPANY Dept. A3-53 


Carbon Papers © Inked Ribbons « 333 W. Lake St. © Chicago, Ill. © Offices in 
Principal Cities . In Canada: Budge Carbon Mfg. Co., Ltd., Montreal 3, Quebec. 





*foating carbon paper for continuous forms used on all kinds of forms-writing machines 
LB. M. and Underwood Formswriters... Moore Carbon-Saver and Uarco Adapters. 





MAMMOTH INK 
CONVERSION ROLLER 


NOW you can get 
Lithographic Press 
RESULTS! 


from your 
Model 1250 
Multilith 


dae dh 

Converts the Multilith from a 

Duplicator into a Lithographic 
Printing Press. 


High calibre work of superior, lithographic 
quality now can be produced by using the 


MAMMOTH INK ROLLER which provides | 


uniform, refined ink distribution over the full 
tength of a standard Multilith plate. Plate-size 
halftones have superb gradation and defini- 
tion, large solids have uniformly rich density. 


MAMMOTH 
ROLLER 


full 13'/"* 
circumference 


REGULAR 
ROLLER 


only 8** 
circumference 


Mammoth Rollers are machined to exacting 
tolerances with entire ink surface precision 
ground and covered with heavy plastic ink 
surface or copper ink surface. Ink adheres 
better and there is no chemical reaction 
caused by fountain solution on other metal 


finish surfaces. With a Mammoth Roller, your | 
Multilith can out-perform many presses three | 
times its size. Simple to install in a few | 


minutes. 
Deluxe Model $49.95 
(Plastic Inking Surface) 
Supreme Model $49.95 
(Copper Inking Surface) 


Check with order saves shipping charge of $1.95. 
EQUIPMENT DISTRIBUTOR AGENTS WANTED. 


PEMBERTON PRINTING CO. 
835 W. Olympic Bivd., Los Angeles 15, Calif. 
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| correct 


cost is reasonable. Type used is generally 
one which matches other type in the 
piece to impress the addressee and de- 
ter him from throwing it away without 
reading it. The idea is said to greatly in- 
crease the effectiveness of direct mail. 
Full information and samples from above 
address. 


CARBONLESS FORMS 


Philip Hano Co., Holyoke, Mass., is 
making multi-part forms, for hand- 
written and machine records, using Na- 
tional Cash Register Co. No Carbon Re- 
quired paper. Hano N.C.R. forms pro- 
duce up to five handwritten copies and 
up to eight machine copies without car- 
bons. De-collating and de-interleaving 
operations are eliminated. The forms are 
printed or lithographed in the normal 
manner and the chemically produced 
copies have blue write which increases in 
intensity within 24 hours. Forms are 
used in the usual way on all machines 
including tabulators. Although prices 
are higher for these forms, their savings 
in use and morale-building possibilities 
are considered worth while. Samples 
and detailed information free from 
above address. 


CATALOG-SHEET EASEL 
Buchan Loose Leaf Records Co., Clif- 


| ton Heights, Pa., makes Buchan Desk 


Units for holding catalog sheets at the 
angle for reference by seated 


persons. All pages can be read to the 


| binding edge. Pages will open and remain 
open at any point. Each Shur-Lok sheet- 


holder (capacities of 1” and 2”) holds 
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KILL 


GRAPHOTYPE 





FOR ALL NOISY 


<—"__ NOISE! 


The waste productivity of uncontrolled noise costs business millions daily. Now you 
can control noise at its source with Sof'Tone. The Sof’Tone Acoustinets absorb all 
annoying metallic vibration pitch and reduce the volume of remaining sound con- 
siderably. 


The Sof'Tone unit contains its own indirect lighting over the entire work area. 
Sof’'Tone lessens nervous strain, reduces errors. Comfortable offices mean better 
working conditions and increased production. 


ose Results guaranteed—Or You Do Not Pay! 


Write today for details. Give machines, 
makes, models you use and measurements. 








7 COMMERCIAL ST., ROCHESTER 14, N.Y. 
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INVINCIBLE 


BUSINESS ENGINEERED 


DESKS give you 


greater office efficiency 


SMART GOOD LOOKS! 


These handsome desks are designed for better business living. 
Adjustable height, non-glare top, smooth gliding drawers and super- 
rigid construction make Invincible ‘ ‘business-engineered” desks 

the finest you can buy for 7 office. Available in 107 

different sizes and models . . . you can choose one perfectly 

suited to your office requirements. See the Invincible line 

at your dealer’s today. 


And for “top-drawer” secrets, add an Invincible 
filing cabinet with Original Concealed Safe Unit. 


METAL FURNITURE COMPANY 
Manitowoc, Wisconsin 
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sheets securely even when overloaded 
but sheets can be quickly changed. When 
a sheetholder is removed, the others re- 
tain their position for easy replacement 
of the one taken out. Units are made in 
a wide range of capacities from 8” to 
68” with 8” expansion units. Desk unit 
illustrated is all steel with rubber feet 
and 8%” high easel. Counter units also 
are made are attachable hoods con- 
taining fluorescent lighting. Fully illus- 
trated literature with prices is free from 
above address. 


as 


SHIPMENT ADDRESSING 
Weber Label & Marking Systems, 
Dept. 0-7, Mt. Prospect, Ill., makes the 
Weber Tab-On Stencil which is attached 
by its adhesive strip to forms like in- 
voices, bills of lading or shipping orders 
and prepared simultaneously when the 


form is typed. The stencil goes to the 
shipping department with the shipping 
forms and is used in a Web-O-Print hand 
printer to address the shipment. Weber 
Tab-On Stencils are made in 2” x 4” 
for five 3%” lines of typing and 3” 
size for nine 314” lines; 


° 


size 
x 4” 
less than 
2e each and can be quickly attached to 
a Web-O-Print hand printer without 
touching ink pad or soiling hands. Sten- 


cost 
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ERASERSTIK 


ERASERSTIK is & 
sweetheart... . 
Typists, Clerks, Book- 
keepers and Account- 
ants love it. 

The white polished 
wood case protects the 
famous A. W. FABER 
erasing stock — keeps 
it fresh. Easily sharp- 
ened with a knife or 
mechanical sharpener. 

A quick flick and 
errors in typewriting, 
ink or pencil disap- 
pear — leaving not a 
trace. 

Make sure your 
Dealer sells you 
ERaSERSTIK, not some- 
thing “just as good” — 
because, frankly, there 
is nothing just as good. 
Ask the folks who use 
ERASERSTIK. 


FABE 


PENCIL COMPANY inc. NE 








as RN RTI INA RL Raa 


R:CASTECE 


waRk 3. us 





PINK PLASTIC 
PUTTY... 


thet pulls the dirt out of type- 
writer type rather than washing 


it into the machine 


Flatten the putty 
by pressing very 


Press it on all of 
the type. Do not 


Fold the putty 
upward to origi- 
nal pyramid shape 


Y UQUIDS to remove nail polish, 
spot or spatter clothes. 
NO HARMFUL FUMES to cavse headaches 
or colds. 

To moke neot erasures—just touch the word 
to be erased, Bud will absorb the surplus ink. 
Then erose ond there will be no smeor. 


NO ME 


Retails for 50¢ each 
Dealers—write for sample and cost 


SUD Frre. CLEANER 
P ° Eee oa ee ie me | 
BALTIMORE 12,MARYLANDO 





cil locks securely in printer, will not slip 
or wrinkle and will print up to 7,500 ad- 
dresses without re-inking. The 3” x 4” 
stencil also can be used in the Weber 
Model K Tag-O-Graph machine. 


VERTICAL FILES 


Remington Rand Inc., Room 1729, 315 
Fourth Ave., New York 10, N. Y., makes 
the Kompakt line of files in 3-drawer 
desk height, 4-drawer counter height, 
5-drawer standard 51” height and a 6- 
drawer height which accommodates an 
extra drawer in the same floorspace 
as standard files. By using the 6-drawer 
unit, for example, in place of 4-drawer 


files, present filing area can be reduced 
one-third. In 211 4-drawer files there are 
19,834 filing inches in an area of 1810 
sq. ft. while 156 6-drawer Kompakt Files 
take only 1120 sq. ft. and have 24,570 
filing inches. In this instance, the Kom- 
pakt file with 4,736 more filing inches 
cuts the floorspace by 690 sq. ft., a 
saving, at the rate of $3 per sq. ft., or 
$2,070 a year. Folder LBV-1729 describ- 
ing Kompakt files is free from above 
address. 
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Here’s the dial 





that will cut 
your 


printing bilis! 


Geilelner~ 260 


with Continumatic Inking 





Simplicity ... cleanliness... 
economy ... versatility ... never 
available before in any stencil 
duplicator! 

Because the quality of Gestetner duplication 
is so high. . . Gestetner owners are finding 
that jobs which once had to be sent out can 


now be done right in the office—quickly, 
economically. Ask for a demonstration ! 


Duplicating at its finest—since 1881 


Sales and Service from Coast to Coast 
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Use this check list when you buy a duplicator 


Is it simple to operate? With the Gestetner, ol! 
you do is dial the ink density you want, then dial 
the number of copies you need. Simplicity itself! 


Vv 


Is it clean to operate? Only Gestetner uses 
paste ink—from a tube that clips into the machine. 
No pods, cans or brushes. 


A range of colors—easily changed? Only 
Gestetner offers more than a dozen attractive colors 
which can be changed quickly and easily. 


Vv 


Is the price right? Most people are genuinely 
surprised at the Gestetner’s low price~—for a 
machine with so many unusual advantages. 


SEND FOR YOUR COPY 
OF THIS USEFUL BOOKLET 





Gestetner Duplicator Corp., Dept. 26 
50 McLean Ave., Yonkers 5, N. Y. 


Gentlemen: Please send me a copy of your new booklet 
"30 Ways to Get the Most from Your Duplicating 
Equipment"’ 

Nome 

Company 


Address 


Pi i siccintscitciesoninsieisiculistipadeicicaanncniassiondie 





eee ee eer er ne ee 
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UPHOLSTERED FURNITURE 
Imperial Furniture Corp., 371 Mercer 
St., Jersey City 2, N. J., makes wrought 
iron and tubular upholstered chairs and 
settees, as well as matching tables, in 
reception room and arm 
chairs are upholstered in cloth or plastic 


cals 


over Nosag Springs and Rubberized Air 
Felt with Perm-A-Lator Wire Insulators. 
Made in a variety of colors and several 
styles. Tables have woodgrain laminated 
tops. Chairs illustrated are packed two 


suites. Side 


Are you satisfied with just any kind 
letter? Or are you one of those par- 
ar people who take pride in the clean, 
looking letters they send? Any letter 


with the OLYMPIA SM 3 De Luxe 


to a carton KD and suitable for export. 
Other models shipped in cartons SU. 
Illustrated literature from above address. 


DUPLICATING CATALOG 


Speed-O-Print Corp., 1801 W. Larch- 
mont Ave., Chicago 13, IIL, offers dealers 
their 1954 catalog covering both the 


rer aa raise 
(poco 


stencil and liquid duplicating processes. 
A divider separates the sections and all 


items are illustrated and indexed for 


NEW DELUXE 


PORTABLE 
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LOOKS MAKE SOME DIFFERENCE 


When you want to attract atten- 
tion — and interest — good looks 
count. 

If your duplicating machine 
has been turning out dim, 
smeared or sloppy work, you may 
be having paper trouble — here’s 
a suggestion. 

There’s an Eastern paper es- 
pecially engineered for the type of 
machine you have. That means it 
has the best finish, the proper 
bulk, the exact amount of sizing 
necessary to produce clear, clean, 
sharp impressions all the way 
through the run. 


Next time use the special paper 
Eastern makes for your machine. 
Any of the following papers will 
og our point — result in good 
ooks — and looks make some 
difference: 


Atlantic Bond, Atlantic Du- 
plicator, Atlantic Mimeo Bond, 
Atlantic Opaque, Manifest Bond, 
Manifest Mimeo Bond, Manifest 
Duplicator. 


For sample sheets or packets 
ask your local Eastern paper 
merchant or write Eastern Cor- 
poration, Bangor, Maine. 





abd 


ATLANTIC BOND 


EaASTERR 


Wiuilhs- PAPER K 
A 


MADE BY EASTERN CORPORATION - BANGOR, MAINE 
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Here’s how *AUTOMATION 





speeds all figuring work . 
makes Monro-Matic the most 
economical automatic calculator! 


Here is an entirely new, an incredibly simple 

concept of figuring control. To operate the 

Monro- Matic requires no more skill than— 
1 feed it figures... 2 push buttons. 

That's all. Anyone can do it. The Monro-Matic 


controls itself—automatically! Try the Monro- 
Matic with exclusive automation a week or so 
of your own figure work, in your own office— 
on us. Monroe Calculating Machine Company, 


Inc., Orange, N. J. Sales and service everywhere. 


OPERATORS WHO KNOW... PREFER M O N RO E CALCULATING, ADDING, ACCOUNTING MACHINES 
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convenient reference. The catalog with 
its 74 colorful 11” x 81%” pages is de- 
signed as an effective sales manual for 
dealers and their personnel as well as a 
ready source for ordering duplicating 
products. Dealers can obtain copies free 
from above address. 


STENO POSTURE CHAIR 

Aluminum Seating Corp., 17 S. Cherry 
St., Akron 8, Ohio, makes the Fine-Rest 
SP-575 fixed-back posture chair with 
foam rubber in seat and back (114” 
thick in seat) and ball bearing casters. 
Both seat and back can be raised and 
lowered. Inclination of back support can 


be adjusted with regard to seat, and in- | 
clination of back rest is adjustable with | 
regard to the back support for complete | 
seating comfort. Natural brushed satin | 
aluminum finish with wide choice of up- | 
holstery colors and fabries. Attractively | 
styled, this chair retails at $39.75 in | 
Zone 1. Full information from above | 


address. 


DESK CATALOG 


Orna Meta! Products Co., 2412 S. 7th 


St., St. Louis 4, Mo., offers dealers their | 
No. 55 catalog showing their Skyliner | 
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INKED RIBBONS 


For: TYPEWRITERS ® TABULATING & 
BOOKKEEPING MACHINES * ADDING 
MACHINES ® ADDRESSOGRAPHS 


Office work runs smoother when 
Codo Carbons, Ribbons and Hee- 
tograph Supplies are on the job. 
Codo’s High Quality proves itself 
in sharper, cleaner work and 
longer service. It’s just good busi- 
ness to specify CODO. 


et CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 


40 E. 40th St. 564 W. Monroe $?. 
New York 16, N. Y. hicago 6, Ill. 


EP PTARAETS TATE 





A Otte tas shy te ott ses tet 8 ort. aeene Ste st eee 


THE COPYHOLDER 
THAT BECOMES A PART 
OF THE TYPEWRITER 


No matter what typewriter you 
use—standard or electric—your 
typists will produce more work, 
faster and more accurately, 
with a Pres-to-line, It operates 
like the typewriter with no lost 
motions. And when the day's work 
is done, it folds with the type- 
writer into most typing desks. The 
Pres-to-line's always ready when 
it's needed to hold a single sheet 
or a catalog in correct reading 
position. These features save time, 
prevent errors and raise your 
typists’ morale. Try Pres-to- « 
lines at just a few typ- ‘ 
ing stations and you'll see & 

why it's preferred in the 
country's largest offices. 

Write for illustrated 

literature and local 

distributor's name. 
PRES-TO-LINE 
CORPORATION OF AMERICA 
2339 Cotner Ave., Los Angeles 64, Calif. 








122 


series of metal desks and tables for all 
types of work and includes a bookcase, 
telephone stand and folding table. A 
Skyliner Color Chart has swatches of 
enamel and linoleum colors. There is a 
section on the economy Pilot line. Prices 
and specifications of all items. 


COPYING CAMERA 

Merritt Lacey Corp., 31 Central Ave., 
Newark 2, N. J., makes the Lacey-Luci 
Fourteen Camera for use with Multilith 
and Davidson duplicators. It takes only 
26” x 42” of floorspace and produces 11” 
x 14” offset line and halftone negatives 
and photocopies; and burns-in some types 


of presensitized plates. Lens supplied 
allows 214x reductions or enlargements 
and other lenses can be used. An 
adapter allows making negatives by the 
Xerography and silk  sereen 
stencils can be produced in several ways. 
Camera has automatic timer, tilting 
2114” square copyboard, 18” x 24” focal 
plate, and tape calibration for easy 
operation. Illustrated folder from above 


address. 


process 
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R. V. STRICKLER, Pasadena, Calif. 
wins FIRST PRIZE in 
"3M" Win-A-Mercury Contest! 


WI N N E RS QND PRIZE ($500.00 CASH) 


in the big “3M” Photo-Offset Plate Contest ALBERT PETRENAS, 


Colorado Springs, Colo 


$100.00 PRIZE WINNERS: 


William J. Kotzwinkle W. B. Onley, Jr. Owensboro, Ky. 
Scranton, Penna Willard R. Anders 

Andrew W. Coder Portland, Oregon 

Manhattan, Kansas C. G. Eastman 

Raymond J. Reichert Baltimore, Md Edward Michel 

Sidney T. Clarke Milwaukee, Wisc. 

Hamilton, Ont., Canada 


Minneapolis, Minn. 


£. Rosemary Kaye 
Peter G. Dounis Washington, D.C Fargo, N. Dakota 


Ti fY “3M” Plates yourself—find out how these winners achieve 
their top quality results. There is a dealer near you. 


ip PHOTO-OFFSET PLATES 


WORLD'S LARGEST SELLING PRE-SENSITIZED ALL-ALUMINUM PHOTO-OFFSET PLATES 


The term ‘‘3M" is a registered trademark of Minnesota Mining and Manufacturing Co., St. Paul 
6, Minn. General Export: 122 E. 42nd St., New York 17, N.Y. In Canada: London, Ontario, Can. 
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Manufacturers: 
OFFICE EQUIPMENT EXPORTER goes 


to all the known importers and dealers 
of office equipment and stationery in 
each of these 73 markets. Tell them 


about your 
DOLLARS! 


Afghanistan 
Alaska 


Algiers 
Arabia 
Australia 
Austria 
Belgium 
Belgian Congo 
British East Africa 
British Guiana 
British Honduras 
Burma 
Canada 
Ceylon 
Cyprus 
coomark 

y! 
Ethiopia 
Finland 
Formosa 


France 

French Africa 
French Guiana 
Germany 
Gibraltar 

Great Britain 
Northern Ireland 


Greece 
Hait’ 
Hawaii 
Hong Kong 
iceland 
boat 
Indo-China 
indonesia 
fran 

iraq 








products and earn 


Liberia 

Libya 

Luxembour¢ 

Madagascar 

Madeira Islands 
Malaysia 

Maita 

Morocco 

Netherlands 

Netherlands West Indies 

New Zealand 
orway 

Pakistan 

Philippines 

Portuguese Africa 

Puerto Rico 

Rhodesia 


Siam 

South Sea Islands 
Sudan 

Surinam 


Sweden 
Switzerland 


Syria 
Tanganyika 
Tunisia 


urkey : 
Union of South Africa 


West Indies 
Yugoslavia 





4 Advertise in 











ee 


Write for circulation breakdown, ad- 
vertising rates and complete information. 


OFFICE PUBLICATIONS COMPANY 
270 Madison Ave., New York 16, N. Y. 








COLORED PENCILS 
Eberhard Faber Pencil Co., 37 Green- 
point Ave., Brooklyn 22, N. Y., makes 
the Colorama line of colored pencils in 
50 vivid colors in a variety of boxed as- 
sortments. Designed after many years 
of research and development for the 


different individual needs of artists, en- 
gineers, draftsmen and clerical workers. 
Emphasis was placed on providing a pen- 
cil with sturdy, long wearing lead and 
uniform, brilliant color for smoother 
coverage with a minimum of waxiness. 
Colorama Pencils sacrifice no property 
in favor or another for ultimate per- 
formance. 


HEATING DATA 

F, W. Wakefield Brass Co., Vermilion, 
Ohio, offers a copy of an engineering re- 
port on tests by L. E. Seigel at Case 
Institute of Technology on the use of 
perforated acoustical baffles as warm air 
diffusion outlets in a translucent sus- 
pended ceiling. No objectionable air 
velocities were found. With outside 
temperatures ranging from —85° to 
20° F., test room (13’ x 18’ x 8’) tempera- 
tures were measured by thermo-couples 
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WHAT'S 
YOUR 
WASTE 
BASKET 
MORTALITY? 


Replacing waste baskets often 
can become expensive. If, after 
several years of hard service, the 
receptacles you buy begin to 
look more like waste than waste 
baskets, it will pay to consider... 





Vul-Cots reduce waste basket 
costs because they are a life- 
time product. Your first Vul- 
Cot cost is your last because 
famous Vul-Cots are practically 
indestructible. 

These qualities will make 
Vul-Cots pay off for you... 


VULCor 


MBonded side seam adds 
strength, provides a more at- 
tractive appearance. 


@ Color is an integral part of the 
fibre ...it can’t chip, or wear off. 
VUL-COTS will not mar or 
stain furniture or clothing. 


@ VUL-COTS are guaranteed not 
to crack, splinter, dent, rust or 
corrode. 


/| 
@ Made of Hard Vulcanized Fibre. 
@ Exclusive double rolled top 
won't break, loosen, or fray, 
and it remains smooth and 
round for the life of the basket. 


May we send you the VUL-COT catalog price 
sheet? Write direct to Dept. R-7. Sold by 
stationers and school supply houses everywhere. 


q NATIONAL 
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se VULCANIZED FIBRE Co. 
WILMINGTON 99, DELAWARE 





HOW TO 
INCREASE 


...-without 
increasing 
overhead 


Printers, Dealers and 
Agents, RogersnaP’s 
service of offering the 
best in carbon inter- 
leaved snapout busi- 
ness forms is available 
to you for your cus- 
tomers at a good profit, 
for yourself. 

Stock forms ready for 
imprinting are also 
available in W-2 Forms 
and Envelopes - Bills of 
Lading - Purchase Or- 
ders - Voucher Checks - 
Repli - Memos - Sales- 
man’s Contact Reports. 

It will pay you to in- 
vestigate RogersnaP’s 
service. 


Write, wire or phone 





TELEPHONE : 
RI-5816 _ - 


139A Howell St.Dallas,Texas 
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and thermometers spaced to determine 
the floor-to-ceiling gradient. A _ table 
shows air flows versus pressures at inlet. 


DESK-FILE-STAND 


Northwest Metal Products Co., Dept. 
O, 1337 E. Mason St., Green Bay, Wis., 
makes a combination typewriter stand, 
desk and file called Serv-A-File which 
consists of two letter or legal size file 
drawers, two folding leaves providing 
desk-top area and a typewriter stand 
with a utility drawer for pencils, ete. 


5OLSTW) 


The entire unit is mounted on large cas- 
ters for easy portability. The machine 
stand can be attached in front or on 
either side of the file section in place of 
one of the leaves. Utility drawer can be 
inserted on either side of the typewriter 
table section. Uuit can be ordered with- 
out leaves and stand; with one or two 
leaves, with or without stand. With all 
parts in letter size, green or gray enamel 
list is $58.80. Same in 
$67.80. Prices other ways 
address. 


’ 
legal size is 


from above 
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WOW with Self- ~ 
Adjusting Poper Feed 
—Keeps tape aligned 
ot all times! 


. see ay 


ii su ey hs fee tae ‘i 
Ge a a i aha ne NN Facial ib 133 it if 


and here’s why: Sensational! That's the only word to describe the all- 


new REGNA Adding Machine! Streamlined as the 
newest cars . . . So low in cost it's a dream-come-true 
for small business owners. Lets many firms cut ex- 
penses and increase production by supplying a 
machine to every department, to every desk where 
adding is done. It took REGNA engineers years to 
develop an adding machine of such supreme quality 
at such a remarkably low price. It will take your 
; ly minutes to realize that the new 
sub-total and total printed Ho glee “ . : ‘ 
earsection hey clears entire hayboord REGNA is their “best adding machine dig ! 


lifetime handle construction Aye ___REGNA CASH "REGISTERS, 11 ine. I 
scientifically designed moulded keys 1’ 175 Fifth Avenue 
trouble-free performance ... New York 10, N. Y. 


| 
minimum maintenance | Gentiemen: | 


@ models with or without direct 
subtraction available 
revolutionary years-ahead styling 
Swedish steel assembly . 

Swiss precision counters 

fully automatic safety keyboard 
ciphers printed automatically 
signals for subtract, multiply, 


Please send more information on the new Regna Adding Machine and outline 
advantages of becoming a Regna Dealer. 


Zone_. — nee 
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em | WATER COOLER 
a y ; | Uniflow Mfg. Co., East Lake Road, 
f SORT | Erie, Pa., makes Lectrik-Iee Water Cool- 


% ers in stainless steel executive size and 
has the ANSWER | wo". is pais. of ice cold water cach 
to your PROBLEM | 


f fi 


pong = 
i ‘ 


no special training, 


it j 3 0 
i Any employee, with 


can make over 60,- 
j 000 sorts per hour 
with the E-Z Sort 

System. 


CONTROLS . . . SIMPLIFIES . . . EXPEDITES 


No matter what records you now hour are supplied. Toe-Tronic foot con- 
trol operates cooler which is powered 
with a sealed-in-oil unit. Splash-proof 
top and automatically controlled water- 
jet add to convenience. Cooler has a re- 
frigerated storage compartment. 


keep, you will widen your controls, 
simplify your systems and expedite 
whatever work your records control— 
by switching to the E-Z Sort System. 
Let us demon- 
strate the advan- 
fages you can 
gain with E-Z 
Sort records, 
tailor-made for any of your office or 7 ° 20 TIMES 
plant procedures. Write today for | '.faster than hand folding 


facts. the NEW BANCROFT JR.® 


PAPER FOLDING MACHINE 


| 
| 
i ; 
! @ Folds single, double, @ Simple, quick settings 
E-7 SORT SAVE KS LTD ' letter, wallet, @ Portable, silent 
’ 7 : e ll up to ¥ Lon F— saiaaaad 

45 Second St. Dept. 3, Sam Francisco 5, Calif. : 13” x 10” Send for full details today. . . 

: CENTRAL PRINTING MACHINERY CO. 


Sele HANEPACTONERS of GE SORT Syeteme. 1 3622-24 W. Chicago Avenue ® Chicago 51, Ill 


Over 50 Offices to Serve You. 
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NATIONAL’S 
Visible 

... Hundreds of Records — Every Record in Sight! 


For Accounts Receivable, Credits, Collections, Stock and Purchase, 
Employee Records and many other uses, VISIBLE RECORDS speed 
your posting, your fact-finding, and the adding or removing of record sheets. 


New “PRONGMASTER" adds even more speed 


Yes, and to make recordkeeping even faster 
and more efficient National introduces 
Prongmaster. Its automatic shift permits 
taking out or inserting single sheets and 
retaining the original spacing without re- 
moving any other sheets in the binder. 
Binders handle more sheets and open flat 
for easy posting ... sheet lifters raise sheets 


smoothly over prongs .. . a shift lock pre- 
vents accidental operation. Single binders 
may hold as many as 1900 records. Ask 
your National stationer or write for folder 


VRS53. or 


NATIONAL BLANK BOOK COMPANY 
HOLYOKE, MASSACHUSETTS 
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Who's cutting costs 
with Iriden 
figure-thinking 

% 


Everywhere in business you find Fridens. Because the 
Friden performs more steps in figure-work without 
operator decisions than any other calculating 
machine ever developed. Each automatic Friden 
decision reduces business overhead costs by saving 
human time. It’s likely your business can’t afford 
NOT to own a Friden. See what you think when you 
see the Friden figure-think. Call in your nearby 
Friden Man and watch a demonstration! Friden 
sales, instruction and service available throughout 
the U.S. and the world. FRIDEN CALCULATING 
MACHINE CO., INC., San Leandro, California. 


THE THINKING MACHINE OF AMERICAN BUSINESS 


© Friden Calculating Machine Co., Inc. 
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MOTOR FREIGHT companies 
... Maintain hour-by-hour 
control of costs with the 
fully automatic Friden 
Calculator. Exclusive deci- 
sion-making Friden fea- 
tures speed prorating of 
freight charges and the 
figuring of tariff computa- 
tion, bills of lading, load- 
ing performance, payrolls. 
Specialized or complex 
figure-work is easy as rou- 
tine on the Friden! 


BANKS... compute savings 
account interest swiftly 
and with accuracy on the 
fully automatic Friden 
Calculator, also figure 
average daily balances, 
foreign exchange, average 
daily float, amortization, 
account costs, interest on 
notes, mortgages, small 
loans, etc. The Friden 
works so automatically no 
special training is needed! 


PETROLEUM REFINERIES... 
pace and regulate opera- 
tions with the fully auto- 
matic Friden Calculator. 
Typical Friden jobs: Vol- 
ume reductions to 60°F. 
using new ASTM-IP fac- 
tors; making BS&W deduc- 
tions; converting pounds 
to gallons, gallons to bar- 
rels, barrels to long tons, 
U.S. gallons to Imperial 
gallons. The Friden is vital 
to efficiency in business! 


Friden builds 
calculators in a 
wide price range, 
in every size, 
for every 
figuring need 


ide 


Orrice—July, 1954 





SIDE CHAIR 


Blair Aluminum Furniture Co., | | 
Marietta, Ga., makes the 801 all-alumi- | if ® 


num side chair with a 15” x 16” seat, | 
17%,” from the floor. Back is 1714” high. | FUG ZSD ASS oy) confi. 


dential papers, records in your own office! 


NEW  Banthi m 10 


| 
| 
| 


portable shredding machine atau especially 
for office use! Quiet, compact, streamlined! 


Never before an office shredding 
machine combining the speed and 
economy of the new SHRED- 
MASTER BANTAM 10. Anyone can 
operate it. No fuss, no trouble! 
Greater cutting width, speed, 
Capacity, and power than ever 
before! Safety throat! Smart func- 
tional design, about size and 
weight of business typewriter. 
Priced well within the budget of 
all businesses - large or small. 


Chair is designed for use in cafeterias, 


ee YOUR PAPERS 
aS aintained. ‘ velde 
y GO IN HERE 


construction with comfortable, formed 
pan seat. Literature on this and other 
aluminum chairs from above address, 


MACHINE PADDING 


Industrial Div., Durkee-Atwood Co., | 
215 7th St., N. E., Minneapolis 13, Minn., | 
makes Durapad, a Vinyl-faced sponge | 
rubber padding which reduces _ noise 
when placed under adding machines, 
registers, typewriters. It protects desks | 


UNREADABLE 
SHREDS COME 


OUT HERE 


tie SHREDMASTER 
and counters against scratches and undue G cufcvebe pe 
wear. It also makes ideal floor padding 
to provide relief from foot and ankle ; 
fatigue where long standing on hard 203 Willoughby Avenue 
floors is required. Durapad is made of Brooklyn 5, N. Y. 


A Division of Self Winding Clock Company, inc 
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a strong, non-staining sponge rubber 
compound with a fabric bucking that 
prevents curling and provides stability. 
The Vinyl facing protects the sponge 
rubber against abrasions, provides longer 
wear and resists oils, alkalies and other 
chemicals. Durapad comes in 18” and 
36” widths, from %” to 1” thick and 
any length up to 40 yards. Colors are 
dark green, red-brown, gray and black. 
It cleans easily with soap and water, 
and solvents the 
surface without pad. 


clean 
the 


can be used to 


damage to 


PAPER OFFSET PLATE 

Colitho Div., Columbia Ribbon & Car- 
bon Mfg. Co., 607 Herb Hill Road, Glen 
Cove, N. Y., has released their third off- 
set duplicating sensitized plate. The 
Colitho Sensitized Paper Plate com- 
pletes the Colitho Sensitized Plate line 
and is an economy plate with a rating of 
2500 copies. Like the Colitho Sensitized 
Metal and Acetate Plates, the Sensitized 
Paper Plate requires only one solution 


- + 


OUTSTRETCH .. .. OUTLAST 


We 


to desensitize and prepare it for running, 
Colitho Desensitizer, the same solution 
used for metal plates. This is an advan- 


tage for shops using both metal and 
paper plates. The paper plate is reported 
to be practically scratch-proof and re- 
quires no special handling. 


~ PROMPT 
DELIVERY 


-OUTSELL... ALL OTHERS 


Conforms to Federal Specifications 


PLYMOUTH RUBBER’ COMPANY, Canton, Mass. 
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FORMS CHARTS REPORTS 


RULED AND TYPE-COMPOSED ON ONE MACHINE. 
; os 


ae bueany J 


= | ww 


Se 


YOU ARE READING VARI-TYPER COMPOSITION 


i It was all composed on this machine, producing the auto- | 

| matically evened margins and individually spaced letters you | 

| are reading. Also...a push of a button rules any kind of line 

| you wish so that your forms and charts can be ruled up while 
you are composing the type. Litho-Plates, and Mimeo Stencils 

can be placed right in the Vari-Typer and type composed for | 
final reproduction. Hundreds of beautiful, instantly changeable 

| type faces... changed in the middle of a sentence if you like! 

as ibe isk Mae bide Wea’ ‘ . 


THIS ‘AD’ IS A COMPLETE PASTE-UP LAYOUT. 
Body,Copy {by Vari-Typer...Heads by Coxhead-Liner 
3 re 


o 




















; a) Ut] bes Los At) LS) he) 4] .! 
macs (#) (8) (e) tS) U8) US) Ua) Ce) tt) 
ee (=) (x) CoG SMe SMGSE RALPH C. COXHEAD CORPORATION 
} 720 Frelinghuysen Ave., Newark 5, N.J. | 


Please send me Vari-Typer Booklet -6 


a 
eee eee 


€ 22% 


Vari-Typer™ "=> — ADDRESS 


CUT Y .gepccaeecovccccens ZONE...STATE 





A SO UREN ME SR ee ome 





FORMULA PERFECTED exclus- 
ively for use on GESTETNER 
duplicating machines. 


GIVES 15% to 20% MORE 
COPIES than any previous 
inks 


works BETTER 
goes FARTHER 


speeds and simplifies 
your duplicating 


CLEAN RUNS 
get jobs out right 
the first time! 


‘ 

Check these popularity features: 
@ Tube makes perfect connection 

with ink pump 
@ More copies per tube 
@ Clean sharp work on mimeo bond 
@ Fast drying—minimum penetration 
@ No smear, no offset 
®@ No packing on distributor bar 
®@ No drip from silk screen, waver 

rolls, bakelite cylinders 


@ Washes off hands with soap 
and water 


[| BLACK and COLORS in 12-02. TUBES 


Write for details and prices 


INK SPECIALTIES CO., INC. 
519 N. Halsted St. @ Chicago 22, Illinois 





AUTOMATIC TYPEWRITER PUNCH 


Commercial Controls Corp., 1 Leighton 
Ave., Rochester 2, N. Y., makes the 
Programatie Flexowriter, an_ electric 
typewriter for punching common lan- 
guage paper tape to operate other equip- 
ment. It automatically performs all 
vertical and horizontal spacing functions 
required for a specific form and auto 
matically punches pre-selected data in 


another tape simultaneously. Operator 
can keep her eyes on the form she is 
copying and her hands on the keyboard. 
Tape can be wire transmitted to distant 
locations or converted into punched 
cards. A program tape, prepared on the 
same machine, is inserted in the ma- 
chine to control functions of spacing 
and selection. Machine can also be used 
as a regular electric typewriter and for 
automatic typing from punched tape at 
100 words a minute. 


3 PHONE PROBLEMS 
SOLVED ——_—_ 
| 1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy 
places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 


tating machines. 
Write for Literature 


HUSH-A-PHONE 
65 Madison Ave. 
Rm. 710, New York 16 
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SORTER 


Recordplate Co., 16 E. Holly St., ically, numerically or by month or date. 
Pasadena 1, Calif., makes the low-cost It is 1744” long and lists at only $5.95. 
Recordplate sorter for sorting alphabet- Full information from above address. 
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Open and shut case! 


Your business day really begins with the opening and 
distribution of the mail. When mail is opened by hand, 
sales and office people have to wait unnecessarily... piling 
up a lot of lost man-hours, Save precious morning minutes 
with a PB MailOpener. It opens envelopes of all sizes 

and kinds of paper speedily, cleanly, safely. Hand aad 
electric models for every office, large or small. Ask the 
nearest PB office for a demonstration or send for free 
illustrated booklet. 


PITNEY-BOWES, INC., 3483 Pacific St., Stamford, Conn. 
Originators of the postage meter, 93 offices in U. S. & Canada, 


PITNEY-BOWES 


MAILOPENER 





hEEP CONFIDENTIAL 
INFORMATION... . 
2, . ° 


"*SECRET SPOT'' 
DESENSITIZED CARBON PAPER 


NOW ... a carbon paper with de- 
sensitized areas which can be easily 
incorporated into YOUR business 
forms. ‘Secret Spot'’ eliminates con- 
fidential or superfluous information 
from selected copies. Positive, accur- 
ate deletion... no markings carry 
through. ‘Secret Spot’ can be 
applied anywhere on the form, in 
spots of any desired shape, size or 
number... Here is another American 
Lithofold PLUS factor that will in- 
sure additional economies in your 
business form procedures. 
Availakie in Lithostrip and Lithoset. 
Write Today for Free Samples. 


AMERICAN LITHOFOLD 


5 MC 


TYPEWRITERS 
ALL MAEES 


REGALRITE BRAND 
RIBBONS AND CARBONS 


¢ 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


e 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N_ Y. 


If you’re 
looking for 


typewriter keytops?... 


* YOU CAN STOP LOOKING. 
-We manufacture a 

large assortment of plastic 
precision-engineered 
keytops to fitalmost any 
machine eyer made. They’re 
non-flammable and eas) 

to install..Write or phone for 
our new catalogue’ 

id 
PEARL ENGRAVING CORP. 


36-40 WEST 29TH STREET, N. Y. 1 
____ MURRAY HILL 6-1898 


Tu 
Mail Order Today 


PUUIAUULUN L 


Easiest way to file and find maps, blue prints, 
tracings. Meta! cabinet file with locking doors, 
112 tilting tubes handle 60” prints. Tubes 
are indexed for quick location. Only $187.50 


SHIPPED 
FROM STOCK 








PATENT NO. 1610368. Other Patents Pending. 


SCOTT-RICE COMPANY 
610 .S. Main Tulsa 3, Okla. 
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Western Mfg. Co., Aurora, Ill, makes 
the Wesco 5000 Econom-Aire line of 
desks in a double pedestal model with 
26” x 53” top and a single pedestal 
model with 26” x 41” top. Armstrong 
gray linoleum top has three channel rein- 


foreements and chrome corner caps. 


Island base pedestals are adjustable on 
self-leveling glides to provide heights of 
from 29” to 30144”. Drawers operate on 
Nylon glides and are interchangeable. 
Finished in pearl gray; other colors 15% 
additional. Suggested list price of the 
5055 double pedestal model is $79.50; 
for the 5041 single pedestal model $59.75. 
Center drawer in double pedestal desk 
for $5 net extra. All desks shipped set 
up. 


THERMOMETER 


Minnesota Mining & Mfg. Co., St. Paul 
6, Minn., announced that 10” wall 
thermometers are being distributed free 
by dealers of 3M brand pre-sensitized 
offset plates to dramatize the resistance 
of the plates to heat and humidity. 
Thermometer reminds offset plate users 
that rising temperatures are often ac- 
companied by rising humidity, and that 
3M plates are not affected by humidity 
or heat which often causes scumming on 
the press. The 3M plates are specially 
treated to prevent scumming, according 
to the company. 
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Not Just a Filo... 


AN INSULATED FILE! 


certified fire-resistive by Underwriters 
oratories Inc. Its locking arrangements 
be tailor-made for you, on one or all drawers 
with key or combination locks or both 
not only keeps but protects vital papers 


A 


at point of use—when in use or not—<4 
hours a day. And it costs only about double 
in ordinary steel file. See your Meilink 
dealer or write Meilink Steel Safe Company 


1672 Oakwood Avenue, Toledo 6, Ohio 


with Masini Ts for keops 


Meilink Steel Safe Co. | 
1672 Oakwood Ave., Toledo 6, Ohio | 
Please send me your folder on Hercules insulated 

steel files. 











City — —_ 





ee ee SS SS SD SS SD SD ND GD a 
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SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Mail Bags For Your 
Select Clientele 


were + ecuiar 


32 f mewnuiams ST 
FOND OY LAC wit 





For Your Annual 


detent ROLLER CHANGE 


Insist on a 
“Futuristic” 
5-Star Platen 
for 
: Best Results 
Manufactured aaa Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 
Contact your Local Typewriter Dealer 














Profitable Repeat Business! 


ARCO “Open Ring’”’ 
(circular shaped) 


HANDIER, MORE ECONOMICAL, 
COMPETITIVELY PRICED. 


ALLIANCE RUBBER COMPANY 


Over 30 years specialized manufacturing of rubber bands. 
Alliance, Ohio © MHot Springs, Ark. 














Secretaries Love it! 
THE LOW COST LIBERTY 
COPYHOLDER, Holds 
copy in full view... 
makes typing easier... 
speeds work! In 
handsome grey finish 

7" by 9'/2"", 5'* base. 


ONLY 4 
Own One ‘ 
For Every $ 130 2 
Desk i 
EACH 


BANKERS BOX CO. 
720 S. Dearborn St. ¢ Chicago 5, Hl. 
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ELECTRIC ERASER 


“Barber-Colman Co., 1200 Rock S&t., 
Rockford, Ill., makes an automatic elec- 
tric “eraser for erasing pencil, ink and 
typewriting. Its automatic switch starts 
the motor when the eraser is picked up. 


A high torque, heavy duty, shaded pole 


moter for 115-volt, 60 cycle AC, has no 
brushes or commutator to clog or fail. 
Illustrated folder F-3579 from above ad- 
dress. 


TYPING COUNTER 


Arthur H. Nellen Jr., Box 106, Broom- 
all, Pa., offers the Copi-Counter which 


rapidly counts typewritten matter. It 
is precision made and has a double dial 
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graduated in inches and picas on one the size of a pocket watch, the Copi- 
side, and agate lines on the other side. Counter is $4.95, 


It will count characters in a line and LAYOUT MODELS 


be emitted ton cubteneted bp reversing ..Wood Office Furniture Institute, 730 

: oo by : llth St., N. W., Washington 1, D. C.,, 
motion) from the total which remains offers a portable seale model office lay- 
on dial until reset. The Copi-Counter out kit in a leatherette carrying case. It 
can also be used to measure text set has 12” x 18” eork hoards ruled in 14” 
in printer’s type. In a leather case squares and 275 \”-to-l ft. plastie 





Finger Tip 
DESK FILE 


ADJUSTABLE DIVIDERS res+ in corrugated strip 
in channel on each side, and can be spaced as 
user desires, As many as 20 Dividers can be used. 


Each Divider has LUCITE LABEL HOLDER ready 


for insertion of identification tabs. 


IN ADDITION TO PAPERS—file will hold Ledg- 


_ Ref. Teleph Books, Catalogs, 
eee or Telephone Books, Catalogs © Stands Out 


File is ALL ALUMINUM, acid treated to prevent As The Best 
smutting papers or hands. Permanent satin finish. DESK FILE 


RUBBER CORNER CUSHIONS prevent marring of and Only $4.75 


desk, and keep file where wanted. 


(8 Dividers furnished) 
Size 9 x 13 x 91/2" high. {Extra Dividers 20c ea.) 


Your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond 20, Va. 











FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - 


US. 
CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


“7/e FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 





- FEDERAL 


FEDERAL 
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ULTI-COUNTES was toratty 


items sold, inven- 
tories, payroll — 
count anything in 
any business — ac- 
curately and fast. 
Anyone can count 
correctly with in- 
expensive Multi. 
Counters which 
last for years. 
Write for literature 
and prices. 


MULTI-COUNTER MFG. CO. 
40! Broadway, New York 13, N. Y. 





AUTOCOPY 
Duplicator Fluid 


For brighter, clearer copies 
—longer runs! Instant drying 
prevents offsetting. Non-in- 
jurious to machines. Practic- 
ally odorless. Available in 
| gal. cans or 54 gal. drums. 
Dealers write for complete 
catalog! 


AuTOcopY, INCORPORATED 


12150 South Peoria St., Chicago ” im. 
150 West 26th Street, New York 1. Fe 











Select Rough — 


@ BooKkKEEPING 

@ CALCULATING 

@ ACCOUNTING ~~ 
@ AvpiING ane Bitt 


tented> repaired or te- 
conditioned. Write for 
current prices. 





——— 


Newberry coer aving Cu. 


$0. 20TH STREET - BIRMINGHAM 5, ALABAMA 


models with pins for fastening to the 
boards. Models include several styles of 
wood desks and chairs, bookeases, tables, 


file cabinets, 
ete. Full 
dress. 


walls, partitions, columns, 
information from above ad- 


FOR MACHINE SERVICING 


J. A. Heinrich Dankers, Hamburg 11, 
Western Germany, makes parts of every 
and of metal, rubber and 
typewriters, duplicators, cal- 
other American and Euro 
pean office machines which are listed in 
a 500-page catalog. Included are many 
special tools for the repair and servicing 
of machines. New tools include pliers for 


description 
plastic for 


culators and 


quickly fastening and removing plastic 
keytops, typebar bending devices and 
type soldering gauges. Illustrated is this 
firm’s lathe for shaving platen shells 
which is economically priced, built to 
withstand shop wear and tear and war 
ranted to do first grade renovation of 
platen shells. Literature and prices on 
parts, and machines is free from 
above address. 


tools 
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FAST—LOW COST ELECTRONIC METHOD TO 
e cut mimeograph stencils 
fi My a ad \ e make offset masters 
e make positive single copies 


For graphic material; Insert original — Remove stencil 
office forms, drawings, etc. push button or positive copy 


SO EASY TO DO 
NO CHEMICALS 
NO DEVELOPING Carry on other 


work for from 


NO POWDERS ~ , 3 to 6 minutes 


Save time, save money — STENAFAX will make a single positive 
copy, or it will make stencils or offset masters for your office 
duplicating equipment. Write for booklet. 


TIMES FACSIMILE CORPORATION ¥ 
Biltmore Arcade, 43rd St. and Madison Ave., New York 17, N.Y.- 1523 L St., N. W., Washington 5, D.C. 





If your office isn’t a “one typewriter’’ office, 
it shouldn’t be a “one scale’’ office either, 
or your mailing costs will be too high. To 
save loss of time (and money), confusion, 
return of mail for lack of adequate postage, 
place one of these attractive, convenient 
Pelouze Postal Scales on the desk of every 
secretary. Use the right scale for the right 
purpose—the new one pound accurate 
zene eK N-1 PRINCESS showing exact postage 
—for all classes including for first class and air mail; the durable, 
Parcel Post dependable Z-2 in either 2 Ib. or 5 Ib. 
capacity with dial showing exact weights for all classes of mail WI Princess only 4° 
including parcel post by zones—larger A-Line Scales with ca- mig iat 
pacities up to 50 lbs., for shipping rooms. 
To stop office confusion, errors and rushing around at mail time, order several 
of these accurate, low cost Pelouze Postal Scales today. 


Stocked by all leading stationers. 


PELOUZE MANUFACTURING CO. '72°:i9 A 


Evanston, Illinois 
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SPAA Looks at Electronics 


In a confidential report, the Systems & 
Procedures Assn. of America advised its 
members to choosing 
electronic equipment, in view of special 
research reports indicating that ‘‘magic 
brains’’ have been misapplied in many 
instances. ‘‘The much publicized suc- 
cess that ‘electronics’ 


exercise care in 


has enjoyed in the 
factory and scientific computing fields 
suggests to management that comparable 
benefits are to be gained immediately in 
the business office. 
forget the 
many corporations in the futile attempt 
to reduce office through other 
‘magic’ systems. Executives with little 
or no knowledge of computing mechan- 
isms seem anxious to involve their com- 
panies in operating techniques clearly 
beyond the scope of all but a few 
specialists. Unless corporation execu- 
tives are soon made to recognize honestly 
the role of systems research in the 
electronics field, many millions of dollars 
will again be wasted in the misapplica- 
tion of equipment.’’ 

SPAA announced its research is 
scheduled to be completed during its an- 
nual conference in New York, Oct. 25-27. 
There will be talks by business execu- 
tives and specialists in scientific and 
commercial electronics fields. Seminars 
and equipment displays will allow a sur- 
vey and appraisal of the ‘‘magie 
brains’’. 


They are prone to 


millions of dollars lost by 


costs 


West Coast SPAA Conference 

The combined efforts of the Los An- 
geles and Southern California Chapters, 
Systems & Procedures Assn. of America, 
and the Extension Division, University 
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of California at Los Angeles, will be di- 
rected toward presentation of the 5th 
Annual Conference, Nov. 5. Themed to 
‘*Systems — Management’s Tool for 
Profit,’’ it will present leading speakers 
on topics of top importance to manage- 
ment in large and small companies. 


Secretaries Convention 


National holds its 
annual convention at the Waldorf- 
Asteria Hotel, New York, July 21-24. 
Ann Sothern, star of the TV program 
‘“Private 7? will crown the 
Secretary of the Year who is chosen at 
each national meeting. In addition to 
business subjects, the program will in- 
clude beauty, fashion and travel advice. 


Secretaries Assn. 


Secretary, 


Librarians Elect 


Gretchen D. Little of Atlas Powder 
Co., Wilmington, Dela., was elected 
president of the Special Libraries Assn. 
Other officers are Chester D. Lewis, New 
York Times, Ist vice president; Isabella 
M. Frost, Safeway Stores, Oakland, 
Calif., 2nd vice president; Dr. Burton W. 
Adkinson, Library of Congress, treas- 
urer; Margaret A. Firth, United Shoe 
Machinery Corp., Beverly, Mass., secre- 
tary. 


NABAC Continues Growth 


National Assn. of Bank Auditors & 
Controllers announced formation of its 
150th local conference, at Monte Vista, 
Colo. The second session of their sum- 
mer school will be held July 25-Aug. 7 at 
the University of with 108 
new students and 52 returning for their 
second year. 


Wisconsin 
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e And high time. When 
skilled office people walk 
‘round and ’round a table, 
hand-gathering sheets of paper 
into sets—well,ask the control- 
ler what it costs. 


The photograph shows how 
one semiskilled operator can 
do more collating than eight 
hand-gatherers. (Skilled per- 
sonnel return to proper tasks 
—and happily.) 

She’s running a Macey 
Collator, a fully automatic 
machine designed for office 
use in 4, 8, 12 and 16-station 
models. Her 8-station machine 
will gather more than 3,000 
sets, or 24,000 sheets, per 
hour. 


Obviously, the economies 
are tremendous. If you'd like 
a closer look, and some case 
studies of Macey Collating 
Methods at work in companies 
you'll recognize, just write us. 


* 


HARRIS-SEYBOLD COMPANY 


Special Products Division 
Dept. A, 4510 East 71st Street, Cleveland 5, Ohio 


Sales and service in principal cities. 
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MERCURY PRODUCTS 


Top ‘em all for Quality 





ANY 
machines 


ROLLER 
MERCURY" rye ‘ga 


: chines 
ing ™O 


MERCURY-GRAP 


licot 
for multigroP? dup!! 


Watch your printing department hit new “highs” in 
quality and output with MERCURY-Graph Rollers or 
MERCURY-Lith Rollers and Blankets. Made by the 
company who builds the rollers and blankets for the 
world’s largest printing and lithograph presses. And 
built to the same rigid specifications, by the same 
methods, and with the same materials! You pay no 
premium for this premium quality! 


Ra PI D Ro LLE R co. FEDERAL AT 26TH ST. + CHICAGO 16, ILLINOIS 
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Third SPAA Chapter in N. Y. 

The Knickerbocker Chapter of the 
Systems & Procedures Assn. of America 
is the third to be formed in New York. 
Membership chairman is Carl E. Osteen, 
Diamond Match Co., 122 East 42nd St., 
New York 17. 


Peakload Service 
: Charles 
president, 


Freeman, 
National 
Calculating Serv- 
ice, Ine., 14 E. 
Blvd., Chi- 
cago, announced ap 
pointment of Clif- 
ford J. Ellis as 
executive vice 
president. Mr. Ellis 
was with the Comp- 
tometer organiza- 
tion over 30 years and has been chair 
man of the board of Robbins Mfg. Co. 
National Calculating Service, with of 
fices in principal cities, supplies trained 
temporary personnel for all types of 
businesses, and contracts for figuring and 
tabulating work. 
management consultants 
microfilming service. 


OMAC Wins Publicity Award 
Office Management Assn. of Chicago 
was grand prize winner of the interna- 


Jackson 


Clifford J. Ellis 


They aré also records 


and render 


Wilbert E. Scheer, Alfred H. Dorstewitz, 
George A. Roubik and Lois Megowen with 
OMAC's prize winning publicity album. 
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tional publicity contest, 
National Office Assn. The 
award was presented to Wilbert E. 
Scheer, OMAC publicity chairman, at the 
annual NOMA convention in St. Louis. 

Mr. Scheer stated that the article by 
Paul Holly which appeared on page 109 
in the May issue of THE OFFICE was 
one of three talks by OMAC members 
at the sponsored by the 
School of Business Administration of the 
University of Illinois with the assistance 
of the Office Management Assn. of Chi- 


cago. 


sponsored by 


Management 


conference 


National Conference 
& Exhibit Calendar 


National Secretaries Assn., Waldorf- 
Astoria Hotel, New York, July 21-24. 
American Statistical Assn., Mount Royal 
Hotel, Montreal, Sept. 10-13. 
National Stationery & Office Equipment 
Assn., Conrad Hilton 
Sept. 18-22, 
National Business 
Broadmoor Hotel, 
Colo., Sept. 25-29. 
Life Office Management Assn., Shoreham 
Hotel, Washington, D. C., Sept. 27-29. 
National Business Show, 69th and 7Ist 
New York, Sept. 


Hotel, Chicago 


Forms 


Colorado 


Associates, 
Springs, 


Regiment Armories, 
27-Oct. 1. 

Controllers Institute, Mdgewater 
Hotel, Chicago, Oct. 10-13. 

National Institute of Governmental Pur- 
chasing, Statler Hotel, New York, Oct. 
10-13. 

American Bankers Assn., 
N. J., Oct. 17-20. 

American Institute of Accountants, New 
York, Oct. 17-21. 

National Assn. of Bank Auditors & Con- 
trollers, Hotel, 


ciseo, Oct. 


Beach 


Atlantie City, 


Fairmount San Fran 
18-21, 

Systems & Procedures Assn. of America, 
Hotel, New York, Oct. 


Commodore 

25-27. 
Industrial Management Society Time & 

Motion Clinic, Hotel 


cago, Nov. 10-12. 


Sherman, Chi 





v° NEWS of 
@v\'° the Industry 





R. C. Allen Officers 
Ralph Allen, 


chairman of the 
board, R. C. Allen 
Susiness Machines, 
Inec., announced 
new officers elected 
at a meeting of the 
board of directors. 
K. P. Phelps, for 
merly executive 
vice president, was 


elected president. 


K. P. Phelps 


Mr. Phelps, who had head- 
quarters in New York, returned to Grand 
Rapids to direct operations from the 
home office. Mr. Allen will devote his 
entire attention to the duties of chair- 
man of the board. Henry A. Greene was 
elected executive vice president. In the 
sales administration of the organization, 
J. Lawrence Walker has elected 
vice president in charge of the western 
division and W. H. Duetting, vice presi- 
dent in charge of the eastern division. 
John T. Carlson, who was general mana- 
ger of plant operations in Grand Rapids, 
will take charge of typewriter manu- 
facturing and sales in Woodstock, IIl. 
Lloyd E. Smith succeeds Mr. Carlson as 
general manager of Grand Rapids fac- 
tory operations. 


Henry A. Greene 


made his 


been 
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Royal-McBee Merger 

The plan to merge Royal Typewriter 
Co. and McBee Co. will be submitted to 
the companies’ stockholders July 1. Upon 
ratification, Royal MeBee Corp. will be 
formed with the following officers: Allan 
A, Ryan, chairman of the board; Philip 


M. Zenner, president; Fortune Peter 


Philip M. Zenner 


Allan A. Ryan 


Ryan, vice chairman and executive vice 
president; H. Carl Davis, vice president; 
Benjamin F, Cutler, treasurer; Eugene T. 
Quinn, controller; William B. Stitt, sec- 
retary; David H. Collins and Walter E. 
Ausenheimer, assistant treasurers; 
Christian von Spreckelsen, assistant 
secretary. Fortune Peter Ryan will con- 
tinue president of the Royal Typewriter 
Co. Division and H. Carl Davis. will be 
president of the McBee Co. Division. 


Southwest Representative 

New England Paper Punch Co., Na- 
tick, Mass., manufacturers of Clix Paper 
Punches, have appointed William B. 
Francis, 604 E. 12th St., Bonham, Texas, 
a direct factory representative. Mr. 
Francis, who has traveled the southwest 
for a number of years calling on the sta- 
tionery trade, covers Texas, Oklahoma, 
Louisiana and Arkansas. 


THe Orrice—July, 1954 





SPEED-O-PRINT jaammaemeetCL 


; DEPENDABILITY — 
Words Pinest Duplicators PERFORMANCE — 


re 2, 


Wortds Lawest Prices 


Liberator 300 
Electric 


STENCIL DUPLICATOR 


$549°5° 


(PLUS EXCISE TAX) 

Truly the finest in Duplicating @quipment. A, 

machine for hairline regisfration—with heavy- 

duty standards. Inspect its operation and you'll 

find it is truly the World's Finest Duplicator. Avail- 

able in futuramic grey or black wrinkle finish 

with open cylinder automatic dual brush inking 

POST CARD TO LEGAL SIZE 


ithe 


i 
te 
bs 
§ 

i 4 
s 
i 


‘ew 1086 moves 
Liberator 200 
Wanual 
AUTOMATIC FEED 
£17950 
(WLS EXCISE TAX) 


dupticater a newer high in stand- 
ards to be found only in the Liberater 200. 


NEW 1954 MODEL 


Liberator 100 
Manual 
473950 


(PLUS EXCISE TAX) 


SPEED-O-PRINT 
| | Corporation 
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NEW! 
SOLD ONLY 
THROUGH 
DEALERS 


FIRE PROTECTION WITH A “NEW LOOK”! 


The new VICTOR “600” safe outmodes 
previous concepts of safe manufacturing. It 
combines the finest in one hour certified fire 
protection with modern streamlined styling. 

It also introduces an innovation in safe 
design...there are no hinges outwardly 
visible! 

Four way certification too! The Victor 
“600” carries the Underwriters’ Class C one 
hour label, *T20 certification and **Re- 
locking Device label plus the S.M.N.A. one 
hour label and the Victor certification. 

Available in four sizes. Write for infor- 
mation on how you can profit from selling 
the Victor line of safes. 


* Allows 20% discount on Burglary Insurance rates. 
** Allows extra 10% discount on Burglary Insurance rates. 


fam 


Note these features of the VICTOR “600”: 
1. New rounded edges and corners 
2. New swivel front casters 
3. New concealed casters 
4. New combination handle, dial, lock 
5. New manipulation resistant 4 tumbler 
lock 
6. New lock-handle position above center 
is easier to read and reach 
7. Drill proof plate around lock 
8. Separate relocking device outside lock 
9. Offset spindle protecting against driving 
of lock handle 
10. Permanent dry insulation 


Ex VICTOR SAFE & EQUIPMENT PRODUCTS 
315 Fourth Avenue MBesningtore Mbared. New York 10, New York 
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Safeguard Corp, Officers 
Safeguard Corp., 
Lansdale, VPa., an 
nounced election of 
Morton Jenks, 
chairman of the 
board; Franeis J. 
Tucker, president; 
Russell A. Smith, 
vice president, and 
Vernon S. Landis, 
secretary - treasurer, 
Directors elected Francis J. Tucker 
were Morton Jenks, Samuel N. Kirkland, 
Tucker, James T. Heagarty, 
James T. Duffy Jr., and Gilbert Me 
gargee. The firm, founded in 1913, 
manufactures Safeguard  checkwriters 


ranecis J. 


and checksigners, Air-in-ventilators, room 
humidifiers and typewriter type cleaners. 
Th new management intends to continue 
manufacture and 
with the possible 
items. 


sale of its 
addition of 


present 
products 
new 


Offset Supplies Firm 


Petronio announced reorganiza 
tion and expansion of his company into 
Magnet Litho Supply Corp., 262 Mott 
St., New York 12. Harold Erdrich, form 
erly with Harris-Seybold, and 
Spano, formerly with Harris-Seybold and 


Tom 


Jack 


have joined 


Their new 


Addressograph-Multigraph, 
the firm as vice presidents. 
catalog is free from above address. 


Heads Underwood Samas Sales 


Appointment of 
Henry W. Millang 
as sales manager of 
the Samas Punched 
Card 
Underwood 


Division of 
Corp. 
was announced by 
Harold R. 


division 


Russell, 
manager. 
A veteran of more 
than 28 years in the 
ecard ae Henry W. Millang 
field, Mr. Millang 
career as a tabulating salesman. 
held 
delphia, Newark and 


punched 
began his 
He has 

Phila 


later 


counting 
branch managerial posts in 
New York; 
became general sales manager and then 


administrative sales manager, He also 
had several years of government experi 
ence in Washington. He will direct sales 
for the 


whose sales expansion program is being 


Underwood Samas_ Division 
stepped up throughout the western hemi 
sphere. Emp high 
speed 
rounds out a complete line of punched 
card equipment. 


Introduction of the 


electronic multiplying punch 


Variety in N. Y. Business Show 


Analysis of the plans of exhibitors 


who have already signed up for more 
than 76% of the space available in the 
69th and 7lst Regiment Armories, New 


York, indicates that the Golden Jubilee 


New and retiring officers of the Conquistadores, Friden Calculating Machine Co. sales club. 
L. to r. (retiring officers at left): W. J. Croxton, J. E. Spizter, T. A, Peck, Paul Pattyn, R. E. 
Busher and Waverly W. Dickson. 
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NO NO NO 
BREAKING! TEARING! SLIPPING! 


FULL PROTECTION 
_ for your papers with... 


Schlegel PULL 
FASTENERS 


» the rubber band 


> 


NO BREAKING! Strong, durable Schlegel 
PULL FASTENERS will not break, or 
rot. Hold papers firmly while you carry 
them, or for a lifetime in your files. 


NO TEARING! Valuable rolled drawings, 
flat documents, and checks are pro- 
tected against cutting or tearing. Flat 
adjustable tape spreads tension. 


NO SLIPPING! Fully adjustable to the size 
of packet. Tightens snugly. Holds firmly. 


WRITE! Descriptive folder with prices 
and sizes will be mailed promptly. 


Schlegel 


377 N. Goodman St., Rochester 7, N. Y. 


MANUFACTURING 
COMPANY 





| break the visitors 





National Business Show, Sept. 27-Oct. 2, 
will offer the greatest variety of office 
equipment and supplies in the show’s 
50-year history, according to Rudolph 
Lang, managing director. One feature 
of this year’s Show, Mr. Lang said, will 
be the gathering in one place of many 
of the supplies and much of the equip- 
ment that solve problems common to all 
business, large or small. Displays will 
cover all forms of written and printed 


| communications, duplicating, photocopy- 


ing, furniture, lighting, air conditioning, 
watercoolers, acoustical aids and every- 


| day supplies like pencils, paper and ink. 


With less space available for exhibi- 
tors this year, maximum space allowed 


| to each has been cut to accommodate as 
| many exhibitors as possible. 


The result 


| is that the overall variety of the show 
| has been increased. Decorative treatment 


will accent individual produets and 


| demonstrations against a pleasing overall 
| decorative 


scheme, Layout of 


in both armories will permit unlimited 


space 


| visibility in all directions. ‘‘No matter 


in what direction the visitor looks,’’ Mr. 


| Lang said, ‘‘his eye and attention will 


fall on a display. We believe we have 


| solved the problem of visual dead spots 


at the ends of aisles which often tend to 


, 


concentration and 


, 


lessen the effectiveness of the exhibits.’ 


On the Harwood Heights, Ill., site of the new 

Robertson Photo-mechanix, Inc., plant. L. to r., 

Leonard S. Florsheim Jr., president; Joseph 

Vancata, assistant to president; D. Franklin 
Keller, chairman. 
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SHEET 
PROTECTORS 


For 2- and 3-Ring 
Binders 
*METAL 
EYELETS 

— an exclu- 

sive Amfile 
feature 


(/A/. sown Woe’ Company” 
(/ ein Es Company 


They glamorize 
proposals, pres- 
entations, price- 
lists, photo- 
graphs — any 
letter-size papers. 











A one-inch ring 
binder holds up to 25 protectors. Made of 
heavy gauge, non-inflammable acetate. Size 
11 x 8!/,". Packed 25 to a box. 

lf your dealer doesn't have them in stock, 
send us his name and we'll see that you are 
supplied promptly. Write for circular. 

AMBERG FILE & INDEX CO. 


Filing Specialties since 1868 
1601 DUANE BLVD., KANKAKEE, ILL. 





AUTOMATIC WASHER 
DREGO Model 53 


FOR OFFICE MACHINES 
Details on Request 
WILHELM DREUSICKE & CO., K.-6. 


Lutzowstr. 3, BERLIN W 35, Germany 
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CLEANS... Typewriters, 
Billing Machines, Addressing 
g Plates, 
Marking Feo and many 

others... 
« Easy fo Use. « No Mess 
¢ No Liquids to Spill 4 





Free Sample On Request 
NORTA DISTRIBUTING COMPANY 
1165 Broadwoy * New York, M.¥. mee 























PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck "Outlook® Envelopes are absolutely 
opaque, essential when wages are paid * check. 
Nothing shows but the employee's name. This im- 
roves personnel relations, 

end us check you now use and we will submit 
sample Paycheck ‘'Outiook"’ Envelope and prices 
based on your estimated yearly requirements, 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 





MANUFACTURERS OF DURALUMINUM 


HOLDERS 


MANY 
STYLES 


FOR 


MFG. CO., INC. 


P. O. BOX 243 


7—=PROFITABLE——= 
FRANCHISES AVAILABLE 


Own your own business. Operate a 
temporary help service with our help. 
We operate coast to coast—30 offices. 
Modest funds required for operating 
capital. Experience in selling and office 
procedure helpful. Franchises available 
in many cities. Be a part of nation’s larg- 
est temporary help service. Step into a 
profitable business of your own by 
writing: 
MISS WARREN 
330 W. Kilbourn Ave., Milwauker 3, Wis. 

















WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by Emperial 


ASK YOUR DEALER 
Imperial 


DESK CO. 
Evansville, indiana 











CASH REGISTER 


PA 


NEW ADDRESS 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST... MT. PROSPECT, ILL 





i 
| 
| 


President of MP 
Luppe H. Lup 


pen, vice president 
in charge of sales 
at Metal Products 
Engineering, Inc., 
Los Angeles, was 
appointed _ presi- 
Mr. Luppen 
been with the 
company for 15 
Franklin H. 
Donnell, formerly 

president, is chairman of the board. Mr. 
Donnell was also appointed vice presi- 
dent 


dent. 
has 


Luppe H. Luppen years. 


in charge of finance for Consoli- 


dated Engineering, Pasadena. 


Corp., 


Kellogg Promotes Megelin 


C. D. Manning, 
vice president, Kel- 
logg Switchboard & 
Div. of 
international Tele- 
phone & Telegraph 


Supply Co., 


announced 


| the appointment of 


| Carl F. 


Megelin as 

sales 
For the 
past four years, Mr. 
Megelin has been in charge of Kellogg’s 
Commercial Products Department mar- 
keting Select-O-Phone and credit au- 
thorizing products. He will continue di- 
reeting the commercial products depart- 
ment which has been enlarged to include 


assistant 
manager. 


Carl F. Megelin 


| all Kellogg’s industrial and commercial 


| Arnot-Jamestown 


telephonic products. Users of ecommuni- 
cation equipment are now able to procure 


| all types from one souree. 


Arnot-Jamestown Expands 


In its first major expansion 
Division of Aetna 
Steel Products Corp., world’s largest 
manufacturer of hollow metal products, 
than doubled its manufacturing 
space with construction of new plant 


facilities on property adjoining its exist- 


move, 


more 
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KEY TO MOTOR DEPENDABILITY 
IN BUSINESS MACHINES... 


Special engineering is the key to motor depend- 

ability in business machines... because it assures 

the exact mechanical and electrical requirements for 

the application. This is one of the reasons why more and 

more designers of leading business machines are turning 

to Lamb Electric Motors, which are all specially engineered. 
The Lamb Electric Company, Kent, Ohio 


In Canada: Lamb Electric—Division of Sangamo Company Ltd.—Leaside, Ontario 


mb Elecliic 


reactionat nonserower MOTORS 











‘““Paper Punches Every Office Needs!’ 


CLIX 
1-HOLE 
CLIX PAPER 


3-HOLE PAPER PUNCH | PUNCH 


Simplest, surest paper punch made. Punches Personal paper 

all 3 holes for 3-ring binder sheets at a single punch for indi- 

squeeze. No adjustments to make, no gauges viduals, home, 

to set, no places to mark. Insert sheets and office and industry. Light pressure of thumb 

squeeze! Weighs less than 16 ounces; fits punches clean 14” hole instantly in paper, light 

brief case or desk drawer. $3.75 list. cardboard, etc. Ideal for punching tickets, tags, 
restaurant checks. 24 in counter 

MODES 5. Pansies 5 hele display carton. 60 cent list. 

\%" dia., spaced 44%" on cen- 


ters, 4" from back binding 4 MODEL 100... Punches \" 


edge — standard spacing bi hole, %" from binding edge. 
11" x 814" sheets. a PA ER PUNCH 





Order from your Stationer or Office Supply Dealer 
NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 
\ WESTERN REP.— HARRY HENKEL ASSOC., 1355 MARKET ST., SAN FRANCISCO 
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SPECIAL OFFERING 


on REBUILT & ROUGH 
OFFICE MACHINES 


Complete Selection of 


ADDERS, CALCULATORS, TYPE- 
WRITERS, BOOKKEEPING MA- 
CHINES, ADDRESSING EQUIPMENT 


We offer fair prices, guaranteed 
rebuilding, prompt service to users 
and dealers the world over. 


Write Dept. W 


} Send for our 
// special price 
i] list today. 





INTERNATIONAL OFFICE APPLIANCES, INC. 
326 Broadway, N.Y.7,N.Y HAnover 2-6700 
Cable ‘‘“ADDBOOKAL"’ 


4 


Don’t drop 
that screw! 


Hold it with an 
H.J.J. Serew- 
holding Driver 


Sizes to 
handle 
from *0 
to #44” 
screws 


THE H.J.J. CO. 
268 Marlow Drive. 
OAKLAND 5, CALIF. 


PN ee LL LL 


_ 


MODEL 200 


NUMBERING 
MACHINE 


Finest all-purpose 
lever-type machine 
you can stock. De- 
signed for variable 
numbering... num- 
ber advances only 
when user presses 
lever. Write for 
price list, catalog. « 


WM. A FORCE 


, 4 RP ie On: 
/TIiO NICHOLS AVENUE, BROOKLYN 8,N.Y 
SALES OFFICES: NEW YORK, CHICAGO. SAN FRANCISCO, CANADA 











yw SPECIAL OFFER! 5x 


Two Leading German 

Office Equipment 

Journals, at a big 
SAVING TO YOU! 


**BUEROMARKT'’ (Office Market) general 
guide, semi monthly, printed in GERMAN $6.30 
"DAS RATIONELLE BUERO'' (The Rational 
Office) monthly, printed in GERMAN ....$5.75 


combination cost $11.00 


These vital Trade Jour- Annually 

nals keep you up-to- Postfree 

date with the German — Continental Office 
Appliance market. In regard to subscriptions 
or advertising rates contact our American 
Representatives: 


ATLANTIC SERVICE AGENCY 
P. ©. Box 415 Flushing, N. Y. 


Tel: INdependence 3-6815 
VERLAG PETER BASTEN 
Aachen, Germany 
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ing factory in Jamestown, N. Y. Pro- 
duction, including the patented packaged 
private offices called Office-ettes and 
Partition-ettes, has increased 100% in 
the past year, according to Nathaniel D. 
Anaes, president. ‘‘Nevertheless,’’ he 
said, ‘‘it lagged behind sales. With these 
new ’ facilities we hope to close the gap 
between supply and demand.’’  Office- 
ettes and Partition-ettes, perfected last 
year, make it possible for free-standing 
offices to be erected easily and quickly 
with no attachment to either floors or 
walls. 


Linweave Promotion 
Linweave Division of U.S. 
Co., Springfield, 
chandising program for its dealers based 
on display of printed pieces from regular 
runs. A joint effort of Elliot L. Wight, 
advertising and promotion mana- 
ger, U.S. Envelope Co., and Tom Cham- 
bers, Manager, Linweave Division, each 
distributor receives an_ individualized 
sales campaign. Portfolios with several 
printed examples, are distributed bi 
monthly, each covering a distinct field of 
business activity. The first presents 
forms for general business an- 


Envelope 


Mass., announced a mer- 


sales 


special 


a+ 
Cae 


This red and two-tone green display is !2!/2" 

x 18", made of wood and hold four Bates 

Mfg. Co. List Finders: Models A and K, 
Cavalier and Dialist. 
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INCREASE PROFITS — 


with Top Quality 


Hy] \\ UNDER-COUNTER 
1 ie Va 


CASH DRAWERS 


SELL ON SIGHT! 


3 MODELS 
MEET ALL REQUIREMENTS 


Easy to install in new 
or ee a 


MODEL R-1 


With REMOVABLE METAL 

MONEY TRAY with Lock-on Lid. 

6 coin compartments, 3 currency compart- 
ments and | ticket compartment with hinged 
bill weights. Natural (Basswood) or Office 
Gray exterior finish (specify). List 445° 


Extra trays available at additional cost. 


MODEL V-1 5 coin, 5 currency compart- 
ments with bill weights. Natural (Basswood) 
or Office Gray finish (specify). List $26.50 


MODEL G-1 De luxe Model usually used 


as bank drawer. Lower drawer has 10 currency 
compartments, Sliding tray has 10 coin tills. 
Interior — smooth lacquer finish. Exterior — 
Natural lacquer (Basswood). List $68.75 
All prices f.0.b. Shelbyville, Ind. 
Full dealer discount — Write 
INDIANA CASH DRAWER CO. 
P.O. BOX 236-8 


Shelbyville, Indiana 








COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 


Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in 7 heights—3 widths. 
Send for ceener 53-0 and 


TTERW 
1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, iil. 








“SLIP-ON” LABEL HOLDER 





SO-1 For I"' Ring Books, 25c ea. 
$O-2 For 2" Rin Books, 35 ea 
$O-I'/, For 1'/2"" Ring Books, 30c ea. 
OFFICE PRODUCTS, INC. 
9925 Freeland, Detroit 27, Mich. 


On Stationery Counters Everywhere 





Complete plants for the 
manufacture of 





CARBON PAPER 
TYPEWRITER RIBBON 
DRY STENCILS formulas 


Manufacturing 
information and 











HAIDA ENGINEERING CO. 
34-11 Vernon Boulevard 
Long Island City 6, New York 








SAVES TIME AND WORK! 


MAKES 8 BASIC FOLDS ON 
SHEETS UP TO B8', = 14 


GUARANTEED Fold O- cutie 


DESK MODEL FOLDING MACHINE 


Write te ng ta 





nouncements; future issues will cover 
transportation, banking, apparel, resorts, 
etc. In addition to the display of Lin- 
weave papers and matching envelopes 
in actual use, portfolio material will be 
selected on the basis of original and ef- 
fective development of promotional and 
related business ideas. Key to the theme 
of each portfolio is indicated by the 
eaption, ‘‘Ideas In Print’ 


For Electronic Development 


Allan L. Burton has joined Veeder- 
Root Ine., to carry out market research 
and electronic development work, it was 
announced by Harvey L. Spaunburg, 
president. 


Vul-Cot Adv, Dept. 


National Vulcanized Fibre Co., Wilm- 
ington, Del., announced formation of an 
advertising-promotion department as 
part of a long-range company expansion 
program. According to company presi- 
dent Eugene R. Perry, the creation of 
the new department is ‘‘another step 
toward widening the horizons of our 
markets by the full use of modern re- 
search, manufacturing, sales and adver- 
tising techniques.’’ William H. Brown, 
formerly director of publie relations and 
promotion for the Wilmington Sunday 
Star, heads the department. 


FACE wacaNaE 
wait! 


Addressing Machine & Equipment Co. opened 
its Office Machine Mart in New York to dem- 
onstrate all types of rebuilt machines. Henry 
Deesen, general manager, invites all to, 
"Come up and browse around.” 
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GO PLACES with Waldon Roteils Enananr 


Weldon Roberts Erasers Correct Mistakes In Any 
Language. Any Canadian will tell you that for 
half a century they’ve continued to be the Do- 
minion’s biggest eraser “buy”, Today, in Canada’s 
rapidly expanding economy the demand for 
Weldon Roberts Erasers is greater than ever. 


These finest, most uniform erasers are made in 
styles and sizes which exactly suit your require- 
ments for quickest, cleanest erasing of mistakes in 
business writing and handwriting. Ask your 
stationer. 


Photo Courtesy Canadian Government WELDON ROBERTS RUBBER CO. 
Travel Bureau, Ottawa, Canada 365 Sixth Avenue, Newark a N. J. 


World's Foremost Eraser Specialists 


121 ELLIPTIC, 

Soft gray eraser me 

in handy elliptical shape en 

for pencil or ink erasures on all types of work. For 
officeworkers, typists draftsmen, artists. Excellent for 
erasing ball point ink! 


FEGU, sees MS  OSAFEGUARD CHECKSIGNER 


It is with great pride that we introduce to you the Safeguard Checkwriter and the 
amazing NEW Safeguard Checksigner, a perfectly balanced pair of office machines 
that will give you top office efficiency—with a safe lasting impression. Write today for 
additional information on the various all purpose model Checkwriters and Checksigners 


OVERSEAS DIST. — SAFEGUARD INTERNATIONAL 3312 LANCASTER AVE.—PHILA. 4, PENNA., U.S.A. 


SAFEGUARD CORP LANSDALE, PA. 


THe Orrice—July, 1954 





MASKING and 
SET UP TIME 


with the BASE LINE 
; \ MASKING 
SHEET! 


Try 5 Sample 
Sheets FREE! 


Z For MULTILITHS 
“5 DAVIDSON No. 221 


NOW mask negatives 

in two minutes, pre-setting the 

plate image within %” of correct position! It’s 

easy with the precision-ruled Base Line MAsk- 

ING SHEET! Slashes press set-up time, boosts 

output, cuts costs! Hundreds of users, coast to 

coast. WRITE for free samples, mentioning 
make and model press! 


LITHO ENGINEERING & RESEARCH 


3237 Eastlake Ave. Seattle 2,.Wash. 


J.A.HEINRICH 


DANKERS 
HAMBURG 11 


GERMANY (WesternZone)establ 1905 


ifo\ame|| Mob aale- Minako lolsllal-35 





Substantially Reduces 


NOISE 
of Keyboard Graphotypes 


SOUNTROL Noise Reducing Hoods, the re- 
sult of many years’ research by acoustic 
engineers, protect workers from tiring 
noise—increase production and work ac- 
curacy. Your raphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved. SOUNTROL Noise Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
75 Maiden Lane, New York 7, N.Y. 














TECHNYSCOPE MODEL F-2 


The use of FLUORESCENT LIGHTING in- 
troduces an entirely new standard of 
scope illumination. The glass of the Scope 
and stencil remain cool. The entire writ- 
ing area of the stencil is amply and 
evenly illuminated. 

Complete Price 

Request information from 


TECHNYGRAPH COMPANY, TECHNY, ILL. 
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Ozalid Assistant G.M. 


Appointment of Walter A. Hensel to | 


assistant general manager of Ozalid 
Division was announced by Jack Frye, 


president, General Aniline & Film Corp. | 


Mr. Hensel reports directly to James 
Forrestal, vice president and general 
manager of Ozalid Division. Mr. Hensel, 
for the past year controller of General 
Aniline & Film Corp., had 
Ozalid Division’s controller for 


served as 


to GAF controllership. Previously for 


five years he directed Ansco’s financial, | 


tabulating and accounting 


funetions. 


procedures 


Peter A. Hoffman 


Peter A. Hoffman, 74, president, Smead 
Mfg. Co., died June 11 in St. Joseph’s 


Hospital, Tampa, Fla. His 40 years with | 


Smead covers its rise from a small, one- 
room operation to a leader in its field. 
Mr. Hoffman is survived by two sons, 
Harold J., manager of Smead Mfg. Co. 
and Peter C., who is in charge of the 
Logan, Ohio, plant. 


Warren L. Hoagland 


Warren L. Hoagland, a director and 
former vice president of Smith-Corona 
9° 


Inc. died suddenly May 23 at sea en 
route from Holland to Norway. 


W. Ray Cummings 

W. Ray 
president and director of Monroe Cal- 
culating Machine Co., who was associated 
with that organization from its found- 
ing in 1912, died May 31. 


Cummings, a former 


Zac Smith 


Zac Smith of Birmingham, Ala., past 
president of the National Stationery & 
Office Equipment Assn., died May 24. 
He also served as governor of NSOEA’s 
fourth district. 
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three | 
years immediately before his promotion | 


vice | 








q@ reason 


There must be a reason why so many 
Secretaries and Typists who once try 
WRITEMASTER Typewriter Carbon Paper 
order it again and again. 


It may be 
the sharp, clear 
copies produced 
by WRITEMAS- 
TER’S all-rag, 
perfectly inked 
Typewriter Car- 
bon. It may be 
the ease of 
handling and the 
cleanliness of 
WRITEMASTER’S 
treated back. It 
may be the 
complete line of 
weights and finishes that satisfy every office 
requirement. 


_ Whatever it is, you will surely benefit by 
investigating the advantages of WriTE- 
MASTER Typewriter Carbon Paper. 


Ask your Dealer or write to us for 
samples today. 


For the finest in typing— 
we suggest WRITEMASTER Ribbons 


PEERLESS IMPERIAL CO., Inc. 


zeneral Office and Factory 


28 Peerless Place, Newark 5, New Jersey 
N.Y. Office: 7, 321 B’way +» Chicago 2,179 W. Washington St 
Detroit 18, 37 Linden St, River Rouge, Michigan 





ceADVERTISERS » 





Acco Products, Inc. 

Acme Adding Machine Service & Sales Corp. 
Addo Machine Co. . 
Allen Business Machines, Inc TR. -# 
Alliance Rubber Co. 

Allied Carbon & Ribbon Mfg. Corp. 
Amberg File & Index Co. .. 

American Dictating Machine Co. 
American Lithofold Corp. 

Ames Supply Co. re 

Arnot-Jamestown Div. . 

Autocopy, Inc. 


Bankers Box Co. 

Basten, Peter ... 

Bohn Duplicator Corp. 
Borroughs Mfg. Co. . 
Bruning Co., Charles 
Bud Type Cleaner Co. .. 
Burroughs Corp. 


Can-Pro Corp 

Central Printing Machinery Co. 
Challenge ead Co. 
Codo Mfg. Corp. .. 
Cole Steel Equipment Co. 

Colonial Carbon Co. 

Columbia Ribbon & Carbon eed Co. 
Copease Co. 

Copy-Craft, ae 
Cotterman, |. D. .......... 

Coxhead Corp., Ralph C. . 

Cramer Posture Chair Co, 


Dankers, J. A. —_—- 
Dennison Mfg. , 
Denominator ag 4 

Dewberry ytd tae Co. 

Dick Co., A. B. 

Dictaphone ame 

Diehi, G. m. b. H., “Heinrich 
Ditto, Inc. 

Dreusicke & Co., K. G., Wilhelm 
Dupli-Voice 5 


Eastern Corp. Ae 
Elliott Addressing Machine Co. ... 
Esleeck Mfg. Co. i 
Evans Specialty Co. ......... 

E-Z Sort Systems, Ltd. ....... 


Faber-Castell Pencil Co., A. W. 
Facit, Inc. ne 


Federal Cash Register -. 

Felt & pocvent M “a Oe. « 

Force & A. 

Frankel Ribbon & ‘Carbon Co. 
Friden Calculating Machine Co. 


Gates Associates 

General Binding Corp. 
General Photo Products Co. 
Gestetner Duplicator Corp. 
Globe-Wernicke Co. 


H. J. J. Co. . 

Haida Engineering Co. 
Haloid Co. 

Harding Co., Milo 
Herding Co. | Co. 
Hunter Photo Copyist, 
Hush-A-Phone Corp. 
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Imperial Desk Co. .... 

Indiana Cash Drawer Co. 

Industrial Shredder & Cutter Co. 

ink Specialties Co. 

Inserting & Mailing Machine Co. 
inter-Continental Trading Corp. 
International Cash Register & Warts Co. 
International Office Appliances, Inc, ... 
Invincible Metal Furniture Co. ....... 


Jardin Associates, Inc. ... 


Kee-Lox Mfg. Co. . 
Kohthass Co. $s 


Lamb Electric Co. 
Lee Products Co. 
Litho Engineering & Research 


Manpower, Inc. 

Marchant Calculators, 

McBee Co. 

Meilink Steel Safe Co. ssa 
Metal Products En grog 
Minnesota Mining i Mfg. 
Moller Products Corp. .. 
Monroe Calculating Machine Co. 
Moore Business Forms, Inc. 
Moore, Inc., P. O. 
Multi-Counter Mfg. Co. 


National Blank Book Co. 
National Cash Register Co. 
National Vulcanized Fibre Co. 
Nekoosa-Edwards Paper Co. ... 
New England Paper Punch Co. 
Norta Distributing Co. 


Office Products, Inc. .. . 
Office Publications Co. 
Old Town Corp. .... 
Olivetti Corp. of America 
Outlook Envelope Co. 


Pearl Engraving Corp. 

Peerless Imperial Co. 

Pelouze Mfg. Co. .. aN 
Pemberton Printing Co. 
Pitney-Bowes, Inc. 

Plate-O-Lith Co. . 

Plymouth Rubber Co. 
Pres-To-Line Corp. of America . 
Print-O-Matic Co. ‘a 


Rapid Roller Co. 

Regal Typewriter Co. 

Regna Cash Registers, Inc. 
Remington Rand Inc. ... 
Rex-Rotary Distributin Corp. 
Roberts Rubber Co. Jovi ; 
Rogersnap Business Forms ike 
Rol-Dex Division 

Royal Typewriter Co. 


Safeguard Corp. 
Saunders Mfg. Co. 
Schlegel Mfg. Co. 
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Schwab Safe Co. .. 
Scott-Rice Co. ... 

Sengbusch . 

Shredmaster Corp. 

Smead Mfg. Co. 

Smith-Corona, Pipe. 
Speed-O-Print Corp. . 

Spot Carbon Products .. 

Standard Duplicating Machines Corp. 
Standard Manifold bo. aay 

Staplex Co. 

Stile-Craft Manufacturers, Inc, 
Storms Co., H. 

Swift Business Machines ‘Corp. 


Tab Products Co. 
Technygraph Co, ..... 
Thomas Collators, Inc. 
Times Facsimile Corp. 
Todd Co. 

Tubular Specialty Mfg. Co. 


undoraned Corp. 
. §. Carbon Ae Ribbon Mfg. Co. 


Vari-Typer, The . 

Victor Adding Machine Co. eee 
Victor Safe & . - eeaedl Products ... 
Vogel-Peterson Co. ... 


Watson Mfg. Co. 

Wausau Paper Mills Co. 

Weber Label & ene Systems, é 
Worden Co. ... 





OFFICE MANAGERS! 
KEEP vaipestantaaes sown 
4-WAYS | 











. Eliminate hours of 
costly hand typing 

. Eliminate proof-& 
reading 

. Completely elimi- 
nate errors 

. Eliminate sending 
out for photo copies E 


WITH we 
EXACT - PHOTE - COPY 


ALL ELECTRIC .. . ALL-IN-ONE-UNIT 
Get DRY photo copies in your own office 
automatically in seconds. 
it doesn’t cost, it peys you to own the new, compact 
EXACT-PHOTE-COPY machine. There’s NO darkroom. 
NO chemical fumes, NO washing, NO fixing, NO drying. 
Simple to operate. Produces 60 to 90 copies per hour of 
anything typed, written, printed or drawn. Size 12” 
wide by any length. 1t-side or 2-sides. pi’ AC. Grey 

vinyl exterior. 47 Ibs, Prices start at $105 


Made in U.S. A.... Fully Ceastnteed 
Write for FREE arcahens today... 
GENERAL PHOTO PRODUCTS CO., INC. 
15 SUMMIT AVE., CHATHAM, NEW JERSEY 


Manufacturers of dry and wef process photo 
copy equipment. 
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b] 
S meats TELL-I-VISION 


Filing System...is tailor made for 
any Business whether it be 
Large or Small 





PLASTIC 
TABS 
IN BRILLIANT 
cotors 


Adding meehioe figures 
must be verified by original 
instruments from the files 
We say our system reduces filing time. 
Let us prove this. Write for free sam- 
ple guides and full data. 


pert. O 


@ KEEP WRAPS AIRED, 
DRY AND “IN PRESS.” 


@ SAVE FLOOR SPACE. 


Om A YALET 


Provide eheek- 
room efficiency. 
End locker room 
» evils—fit in any- 
| where. Accom- 
modate 3 (or 6) 
persons per run- 
ning foot-——coats, 
hats, umbrellas, overshoes. 
Lifetime welded steel construc- 
tion. Modern baked enamel 
finishes. Sold by quality office 
furniture dealers everywhere. 


Wrecker ® VALET RACKS ® 
Commercial, industrial Gf) 7) Stationary and portable 
and institutional wardrobe equip- Wardrobe and Locker Racks 


ment and complete checkrooms.. for the office and the home 


Write for 
Catalog No. OV-10 


| VOGEL-PETERSON CO.., ii?! W. 37th St, Chicage 9, 0.5.8 
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The Writing Machine 


WO recent books have been 

published on the history of the 

typewriter (see page 53) and 

one of them bears the title, 
‘*The Wonderful Writing Machine.’’ 
Indeed it was and still is! More 
wonderful, however, was its effect 
on the lives of all of us. It immeas- 
urably improved written communi- 
cation. It freed our women from the 
drudgery of menial work, brought 
them into business and opened the 
way for the great home appliance 
industry. Its acceptance by business 
was the beginning of office mech- 
anization and all types of other ma- 
chines followed. 

Directly responsible for such in- 
dustries as those producing business 
papers, carbons and ribbons, the 
writing machine has an insatiable 
appetite for supplies. Its demand 
for operators, too, goes undiminished 
and city newspapers, in good times 
and bad, carry more help wanted 
ads for typists than for any other 
class of business worker. In seeond- 
ary schools and colleges, no matter 
what subjects are taught, students 
are advised to learn to type. Calli- 
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graphy has become an art for spe- 
cialists only. 

Comparatively few countries man- 
ufacture typewriters yet all coun- 
tries use them. Last month it was 
reported by Radio Free Europe that 
the Communist Government in 
Hungary had ordered all typewri- 
ters to be registered with govern- 
mental authorities and a sample of 
each machine’s typing submitted. 
Typewriter repairs and sales also 
must be reported to the police. 

Strangely enough, the type- 
writer’s keyboard is not the best 
arrangement for our language. A\l- 
though different layouts have proved 
better, it’s too late now to expect 
a change. In fact, typewriter key- 
boards are made for other machines 
like type-setters whose original key- 
boards are considered more logie- 
ally arranged. This, of course, is to 
indoctrinate typists to machine eom- 
position. 

The idea of type striking paper 
was extended to many automatic 
machines. For work at fabulously 
high speeds like typing the output 
of electronic computers, the process 
may be reversed but we know it was 
the wonderful writing machine 
which led the way. The typewriter 
was the last common office machine 
to be electrified and the manual ma- 
chines you replace will die hard. 
Twenty, thirty or more years bear 
lightly on typewriters which get 
only oceasional use. If you visit out- 
of-the-way spots on your vacation, 
you’re pretty sure to run across out- 
dated models and hear them plinking 
in the darndest places. 


Tue Orrice—July, 1954 
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